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t|ie following: lesson objective, content source, teaching time 
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Introduction 



As evtdenced by the growing abundance of books and manuals on how to 
get a job, there is an increasing demand for new ideas and models of job 
seeking skills instruction, particularly for young people. The, itiater'ial 
that follows is an instructional guide for teachers or counselors wishing 
to provide job seeking skills instruction. . ^ 

The authors believe this instructional guide is unique in several 
ways. Th6 model of job seeking presented in^this guid^ is quite Compre- 
hensive. It not only addresses the skills related to securing a job, Ixut 
also addresses skills related to selecting one's first career jdb. The 
♦ second set of skills is included because they are so crucial to the success 
of one's job search. ^ ^ • , . 

» ' . " * » * 

The presented model of job seeking contains both idealistic and 
realistic elements. This model may he viewed as idealistic since it 
exhorts young persons to take the' best possible starting job—one which 
will be the most satisfying and rewarjllng. Jhis idealism is stressed both 
in the job selection processes and in the actual job search. Howevgr^ 
this idealism is tempered with necessary realistic limitations^. ^The job / 
to be so4aght must be one which th^ person has a realistic chance of securing. 
The job must be currently available'and thfe person must be able to -satisfy 
the minimum worker requirements of the job desi>red. "Thaugh persons aire/ 
shown ways to negotiate for the best possible job offers, it' is Clearly ^. . 
pointed out that job offer negotiation may not be appropriate or even * ' 
possible in many cases. * ' .. 

Unlike many other instructional materials on job' seeking' skills , 
this guide is not an instructional "cookbook" whiqh requires only that users 
carefully ' follow the' given Instructions . As exemplified in the provided 
lesson guides and sample test items , , this guide provides instructors^ with 
an "open-ended" approach to ' teathing ' job seeking skills.^ Obviously , no ' 
two students or classes are exactly alike. . Rather th^n^^trying to propose 
instructional methods which would be appropriate to all student's (an 
inappropriate. If not impossible task), this' guide is designed to encourage 
instructors to adapt the suggested lessons, worksheets and other 
teaching:/ learning activities to fit their unique, situations . The 
instructional outline provided is intended as a springboard to .assist . / 
instructors in planning and creating a meaningful learning experience' for 
their students. * ^ 

Obviously, job seeking skills instruction will be most ajj^ropriate 
and relevant for those students who will be seeking immediate^ full time 
employment following high school and have tio pians for further edtjcation. 
This instructional guide has been designed for primary' use with such 
students. However, job seeking skills instructiori may Jbe appropriate 
and beneficial to students going directly to ««td^ form of post-secondary 
education or. training. »In this second situation. Instructors may wish to 
make special adaptations of the provided instructional materials. 



. Thlfe instructional guide can be divided into three primary sections. 
^® f ^^^st Section contains the content for job seeking skills instruction. 
The content is divided into five reading '^modules , each dealing with a 
certain stage of job seeking. The reading modules are inter-related in 
that each module builds upon preceding modules* The modules are written 
at the 12th grade reading level. Second person is used consistently 
throughout the modules in order to facilitate direct student reading of 
the content, if desired. 

The second section contains twenty-one "lesson guides" which, paralle-1 
the re^iading modules and serve as the instructional outline. These lesson 
guides "*pr6vide only basic instructional guidelines: lesson objective, 
teaching time estimate, teaching ideas, critical learning activities, etc. 
These lesson guicfes can be easily* adapted for a variety of instructional 
s-trategies Ce^ g. / regular class, special wo^^kshop, independent study). 

The third section consists of 110 sample test items. These items are 
-itxtfended to assist in the planning and/or evaluation of job seeking skills 
instruction. These items are presented as a sample of possible test items, 
which instructors may use or modify as they see fit. 



MODULE 1 / 
DECIDING THE JOB TO SEEK 



/ 




/ 



So you think you're ready to statt looking for your first careejr 
job« Do you know what "Job Seeking Skills" are and how they can help 
you in seeking y9ur first career job? Have you considered any of the 
possible effects that a job can have on you and your future? Hav^ you 
sat down and really thought about why you v(ant to go to work and what' 
you want or expect from a job? Do you already have a specific job or^" 
Occupational area in mind? This. reading module is intended to help 
you think about and answer these questions. 



What Are Job Seeking Skills And Why Are They Important? 



The technique of seeking a job can be consi<<Jered an art — one in 
which most people dabble, but in which oqly a few become masters. The 
few who do become masters usually have learned by trial and error — making 
mistakes. These persons may have learned how to effectively* search for 
job opportunities through wasting effort and time on tracing deadend 
job leads they should have avoided. Their jab interview skills have 
been sharpened by many interview failures. They have learned how to 
get job offers, by losing ones «they should h^ve gotten. In ifther^ 
these people have had to learn the hard way. 

The good news announced here . is that you do not have to learn the 
hard way. Before starting your actual job search, you can learn about 
and start developing certain skills, strategies, or preparations that 
will increase your chances of successful job search — obtaining the 
best possible job. If you have already done some past job searching and 
have experienced some of the common problems, you probably can anticipate 
many of the skills to be discussed in these reading modules, and will, 
no doubt, appreciate their usefulness. 

Job seeking is typically thought of as just the processes related 
to finding a job. The view of job seeking presented here is much more 
broad than the one above. It defines job seeking as the sum of the 
five following stages or sets .of * processes . 

1. peciding on the Job to Se^k 

2.. Preparing and Using a Personal Data Sheet 

3. Searching for Job Opportunities 

4. Applying for Jobs ^ 

5. Deciding on ^ Job Offer ' " . 

The first and fifth, "stages are frequently not considered as part of. the 
job seeking process. The first stage, deciding on the job to seek, is 
typically treated as an assumed activity prior to the actual job sedrch. 
The fifth stage, deciding on a job offer, is largely ignored because of 
the involved complexities and value judgments. These stages are 'included 
here because their activities an^ outcomes crucially affect the ultimate 
success of a job search. An unrealistic job choice will obviously result 
in a fruitless^ and frustrating job search. The success of a job search 
is ultj^mately measured by the job one decides to -take. Without a good 

^decision strategy for evaluating job offers, a person can undo all 
previous .work in the job search by accepting a job offer which is not 
really what the pejrsdn wants nor will it lead the person further in 
h^/her career. ' 

^ ... 

Within each of the five stages, there are certain tasRs that a job 
seeker should be able to perform. Your ability to perform these tasks 
will 'determine your job seeking skills. A' list of the five job seeking 
stages and their respective tasks/skills follows. V,^^ 



Stage 

1. Deciding on the Job to Seek 



2. PreVciring and Using n 
'.Personal Data Sheet 



3. Searching for Job Opportunities 



Related Skills 

la. Identify job -seeking skills 

and recognize their importance. 

lb. * Consider the possible 

effects of a job. ^ ** 

Ic . Examine why you want a job 
and what you want most from 
a j ob . 

Id. Sel ect /vi?rif V your best job. 

2a. Prepare aVpersonal data sheet. 

2b. Use your personal data sheet. 

2c. Write ''cover letters" for 
your personal data sheet. 

3a. .i;,denfeify and effectively use 
the. best sources of job 
oppprtunities . 

*3b. Outline your personal search 
strategy. 

4a. Prepare to meet employers. 

4b. Complete employment applica- 
tion forms. 

4c . Take employment tests . 

4d . Complete an employment interview 

4e . Comple te pos t-app licat ion 
act ivities . 

' 5a. Obtain the time needed to 
'decide. 

5b . Negot iate (when appropriate} 
for best possible job offers. 

^ - * . 5c. Select the best job offer. 

5d. Communicate your job decision. 

A total of 18 job seeking skills are listed,. but many of these skills 
include other a-ctivities or even skills. You may' be asking yourself, "Do 
all skills apply to me?" The answer to your question is YES. Every one 
of these skills will help you in your upcoming job' search — regardless of 
the job you are seeking. More importantly, these skills will prove 
extremely valuable throughout your working lifetime because they apply 
not only to your first job ftearch, but to all subsequent job searches you 
may make . 



4. Applying for Jobs 



5. Deciding on a Job Offer 



Some people_ th^k that finding a job is strictly a matter of luck — 
being in the right place at the rfght'^time . ' These people are, dead wrong 
and probably unemployed. How does one identify the right place and 
manage to'be there just at the right time? This is usually skill, not 
luck. A "lucky'* job seeker is usually the job seeker who plans and uses 
a variety of skills and strategies. The "unlucky" job seeker is usually 
the peraon who starts the job search with no plan or'.definite job in 
' m^nd and just ^oLlows the path of least re.sistance (effort) in the job 
search. Rememtfj&r, the truly successful job. seeker is not the person who^ 
immediately gets a job, but rather the person who succeeds in obtaining 
a job which will be rewarding and satisfying. I 

Job seeking skills can help you obtain the best jpossibl^ job by 
increasing your chances of getting at least one job'offer, and hopefully, 
mote, than one job offer. See Figure 1, page 37. The chances listed 
are your chances of getting more than onB job offer (qt your chances of .* 
get'ting a job offer within the first week). these chances ar^ bas^d 
strictly on two factors^ your qualifications for the job an-d the' 
availability of the job.- These chances will be affected by your job 
seeking skills. If ^you use the recommended job seeking skills, you can 
greatly increase your chances of getting more* than one job offer. On 
the other hand, if you don't develop or use any of the^e skills, your 
chances will lower dramatically. Job seeking skills will give you a 
significant edge over other equally qualified job seekers who are 
competing for the s^me Job, but who do not have job seeking skills. 

Don't expect your job seai;ch to be easy, with or without job 
seeking skills. Many people feel that searching for a job is harder work 
than a job. Remember, unemployment is always a problem for youth. The 
national-: unemployment rate for 18-25 year olds' has ^been approximately 
thrae times the rate for older adults (currently '24%). This means that 
nearly one out of every four young persons wanting to work can't find the 
job they want. Some of this is probably due to ur realistic job choices, 
but you must face the facts. The competition in Ipb seeking is intense 
anci. it is not going to get any easier in the ioterseeable future. In < 
light of these current realities, the best insurance or guarajitee of 
obtaining the ]ob you want is learning and using job seeking skills. 

In developing yo\ir job seeking skills, yoii will be asked to complete 
various tasks outlined in these reading modules. These tasks include 
(1) completing the necessary worksheets, (2) preparing a personal data 
sheet, (3) preparing a cover letter for your personal data sheet, and 
(4) preparing an interview follow-up letter. To help you complete these 
tasks, examples ,of each are provided. In order to show how these 
ap^vities relate to one another, all of the examples pertain to the same 
chanaj;;^r, Jody Johnson. This character is ^trictly fictional and could 
actuall\ be either a male or female.' Any resemblance to persons living 
is purelW coincidental. 



the next page is a narrative of 'Jody . Johnson whj.ch will give you 
^overview of this character. Jody is in some ways .very typical of 
hVfth^>Schoal students, but in other v/ays, very different. It is not 
essential that you 'can relate to this character. It is esseatial \that you 
can work through the outlined tasks in a similar manner. 

1 -u ■ ■ 
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NARRATIVE OF JODY. JOHNSON 

Jody Johnson is^cu^^ently a high -school senior. Jody is an average 
student and has to work hard to maintain a B- overall average. Jody was . 
able to make tl^e principal's honor roll for one semester. This really 
was an exceptionally gopd semester for Jody. Jody's most notable accom- 
plishment in school is., however, having a perfect attendance record. 

Jody could go on tc5 cblleg^ or some other post-secondary education 
but wants to go directly to work. Jody's pai^ents are not terribly happy' 
about, Jody's decision, but are willing to. accept it—provided that Jody 
will re-evaluate thQ .possibility of further education after the first 
year of work. ' _ ' 



^ ...... I . . , ^ 

This past sunraier Jody got .his/her firSt full-tltne job— a salesclerk 
position in a department^store 1 . Jody's only previous paid ttork experience 
was working during. summers on an uncle's farm. Despitet^pme , initial 
problems, Jody real lyj dift well as! a salescierk. This- jotiiireinforced 
Jody's past experiences in Junior J.cKlevement where Jod^ elected as 
the company's Vice-President of^jg^s and later became a finalist in a 
regional sales competition. Because of .these experiences, Jddy is quite 
sure that a career in'sales would be better than other career alternatives 
and plans to se«k a full-time sales position after graduating this May. 
Before making any fin'Al decision, Jody does want to explore other career 
possibilities to make sure that sales is definitely the best career to 
pursue. . . ' i.;.^ 

Besides Junior Achievement which really surprised Jody when it '■ 
actually turned out to be interesting, -Jody has participated in oth^r-V - 
extra-curricular activities. Jody was in the school debate -club, biit V. 
found that debating was more hard work than fun and quit shortly after i 
joining. This experience did help Jody in developing certain skills an#; 
also made Jody realize some potentials not previously known. A 

This year, Jody decided to join DECA, and surprisingly was elected ' 
as treasurer. Besides participating in this club, Jody is taking two 
distributive education courses and two business m^th courses this senior 
year. In order to make A's in at least the first two courses, Jody has 
decided not to try to work during. the senior year* Jody hopes that good 
grades plus past experiences will be enough background to get a saies job. 

Jody has a variety oT interests. Jody enjoys sports such as 
tennis, skiing, and .basketball. During Jody's sophomore year, Jody was 
•seriously injured, in a basketball game and still has some recurring ' 
problems related to this irfjury. Jody watches most sports events and 
occasionally bets on college and professional football games. Jody is an 
avjd camper and a fanatic CB'er. Jody also pjays the piano and sipgs in 
the church choir. 



. w!^. Are The Possible Effects Of My, Job? 
* - ^ 

Have yQu thought about some, of the possible effects a job might 
have dn you? If you haven't, you should. Thinking about possible 
ef fects'will help you in deciding what kind of job you want or doi)Jt 
wjjcntr* Let's quickly look at some -possible effects. 

V The most obvious effect or ' consequence of your job i9«^ the kind of 
work you will the job. Your work could be physical 'o jental, . 

individual or ; i inside or outside work, in one location 

travelling to st.v c :ions. It's important to be doing the ^ki i of 

work you enjoy. . )\. t enjoy your work^ you probably won't te 

vei'y. ^satisfied .^itL ycfxi job and your job satisfaction or lack of it can 
a^ff^ctf your' ervtire :utl. ik on life. 

"Believe it or not-, vour job will alsxj affect how.'you'will be spending 
your lei'stire t ifne and with whom. For example, if you diecide ^o take a 
night job, mcfst of your leisure activities must then be daytime 
"activities. It often happens that pt^rsons who chahge "bver to night shifts 
.often vmst make new friends who work the same' hours.' Their old friends 
are St il L' vrorklng during the day and relaxing at night. Also, you will 
pro*bably find the hobbies and intere^its of your fellow workers or supervisor 
to be well worth taking up. Learning new hobbies is not only fun, but 
probably will help <.>h-iob relationii. 

Ypur will it tcv L * iiow oLiicLs ^ee you since your jab is one 

of y£jir niciny ^aifliii^ ^...id^i". In meeting new acquaintances at parties, 
the fir^Dt qu^^aiiHi, ofic^ii dskcJ is, "What type of work are you in?" 
Defending r>n your job, OLhers will form an immediate impression of you-- 
j Vistif ie*3^ui iioL Als.>, how y6u respond when^a'sktjd about your job will 
affect how L>cheip will see y^^u'. If yqii* are unhappy, or dissatisfied with 
your job dud L e>^[>. lid . vv, ry 'nt- ^dL 1 ve 1 /' ahouL i-t , 'others ^.puld easily ^ee you 
ci^ ne^diive ,xi\d dtL- p re i II ^ , nut the 5^^- 

"iw.iL I fee i 1 1 , . 'l^.il.l^ li^ll:l\iv,uCc W.jW y.^ti ^^c ciiiJ Iv^cl abw^iL 

....i^trlf . A J 6b can [>c [}i imary >ourL:e of ..elf tesj>eCL if >ou feel -a 

sen&e o t . . L:off4'> 1 i II L a d ria t is f ac t i o[i in what you do > /Kl the oth^^r 

exLic.iwe» ii job ^ciii hf /i stni.ic of^tjclf r*pr.,d<.h if you've remalntrd with 

jobis wfu'ic yt^u'vc I' experienced nriy personal sat is f a<.: i ion or 

v.* ou.^> 1 i s ti. eilL 



i 1 . 



t, 1 . I i ... job ..... ha vc 1 ..^ I V II, ..... .. 1 i 1 »^ 

T . L 1 I ci^ : . o ti S S h L h 1 L < / 1 1 . ' ^ " 1 1 t i ■ L 1 t u i t i o u mid ^ c U <ri i 1 t ■ v c 1 

t^trtltfi hi-jth d 1 rfc ii .cliiv 1 I. I. .^. iii>i. I Id a h.c. . ,i i [i^ ^ n 1 .u,.. 

till filling <.'d^..'^r iL, iiVlGr^i^c fjcia.'un Sv^itclj j^h^D atrvcn limt- i. 

the 1 1 c rir^ebi-SyT S< ..lii rirs't j-f^ i esi^L h.ve lu ir. u V will iL 

pioh.il ly be* the in^ <>in. ) uill, whivl. y^Mi lio^^^ L i c i i i <j H...v 

doi/ L .-.i.iL v..^i . areet i l K m Li..iL 1.-. oIm/.^usI u.l ^^>iiif^^ i ^. 1. id 

Ltu.^iof) f.^-h . 1.1 M».- Lo c.i. vw I . ai er. 



What Do I Want From A Job? 



There are many different reasons why people seek employment. 
Besides wanting income, young people may want a full time job in order 
to gain independence from their family, avoid or postpone further 
education, meet new friends, pay for a new car or stereo, or even finalize 
their marriage plans. All of these reasons for seeking employment are 
probably legitimate^ But are any of these sufficient reasons of them- 
selves? We think not. A job should not be seen as only a "necessary 
^vil" or strictly a/ means for obtaining something else. Despite t?he ' 
contrary opinions, a iob can and should be personally satisfying. 
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job to be as rewarding anc 
job. This job should lead y 
dd new dimensions to your 
ties or luxuries. If you doi 
eer and just want to take the 
y of today's workers — in an 
you nowhere. 



3 at is f ac t ion > ^ i : 
especial ly foi/ > j>u i ; 
job wi 11 Sdtisry all j1 
rewards- -you;- job 
that are most impotldiiL 



t rewards, conditions or 
lui xpectations must be realistic- 
1 is ver>^ unlikely that any one 
sa sf act ions , conditions or 
'ou nust identify those job needs 
ui ,3ieking your best job. 



bUKin" . Thi^ foin. is iiiL i,ie.l ijI> you iti deternuning your important 
Job ne^as. uu Lhis iv^im. twent/ (^3) job ne^ds are listed with brief 
descriptions. Thei, is also spa, e provided to list other job needs. 
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JOB N^EEDS IMPORTANdE FORM 



Importance Rating Rank 



Common Job Needs .: 

^ 1. ABILITY UTILIZATION: I could do something that 
makes use of my abilities. 

2. ACHIEVEMENT: The job could give me a feeling of 
accomplishment. 

3. ACTIVITY: I could be busy all the .time. 

4. ADVANCEMENT: Vfie job would provide an oppor- 
tunity for advancement/ ,^ 

5. AUIHORIIY': 1 ccml.cl tn]:!. ■^h^ov^v, \rhai: t:c> do, 
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^. CREAllVlXY; i eouiJ Liy 

10. INUhFhNOENCL . 1 ..ould w.>rk uluue on the job. 

11. MOKAi V.AlUh5; 1 eo^ld do L Ue WulK wiLiioul 
feeling that i( iS moral 1)/ wroug. 
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Steps 

1. Look over all of the listed 
job needs. 



Key Points 

N 

la. Take time to carefully read 
all job needs and their 
descriptions. 

lb. Do you really understand each 
job need and how it is 
different than other job needs? 

IcJ Are there any additional job 
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How Do I Select My First Career Job? 



The process of selecting your first career job can be as difficult 
or easy as you make it. Unfortunately, too many people take the easy 
way out (letting a job pick them) and end up paying the future consequences. 
On the other hand, there are persons who spend their entire life trying to 
decide on a career. .A good job selection process doesn't have to^be long 
and drawn out, but it does require honest and' thought ful consideration. 
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Your local newspapers are another useful source of identifying job 
possibilities, "^urn to t\)eir classified section dealing with emp loymen 
opportunities, somet im^-^s called, xhe "Help Wanted" ads. These ads will 
provide a wide listing of job opportunities in your local a^ea. Besides 
helping you identify job possibilities, you will find the ''Help Wanted" 
ads extremely valuable in evaluat'ing the i den t i f ied j oh possibilities.' 

Various books and pamphlets on §cc upa t i ona 1 in format ion ' are available 
for 'use in identifying job possibilities. Such books and pamphlets are 
in great supply and should be pvailable at your school librarv or connselinp 
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Ventry-level" jobs that do not 4:ypical ly ^require e^ucat ion* or training 
beyond high schoo"! graduation. The MIQ is curr^txt^l^iavailable *upon 
request at any of the Minnesota Employment Services bvanch offlcres. Your 
school should also be able to obtain this quest ioo^a^al^e 6or you to t^ke . 
Because it is the only one of its kind , it is strongly recommended tKat 
you try to complete this questionnaire, ' ' , . 

i, * * 

The General Aptitude Test Battery (GATB) has b^en developed by the 
United States Department of Labor and is available 'oniy through authorizec 
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JOB SELECTION WORKSHEET b?0 . 1 - JOB POSSIBILITIES 



' vV 



Job I^ossibilities 



1. 



lit J 



1 *. 
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Ivhat method or source did you use to identify 
this job possibility? " . 
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These three factors are intentionally listed in the above order ^ince^ 
we feel the overriding factor in selecting a job is to obtain a job^ that 
will satisfy your imRqrtant job needs. After determining which job pos- 
sibilities will at least minimally satisfy^your important job needs, you 
ran rhpn iHpnMfv which of those iob -possibilities are currently 

|lor each. Once you havi , 
'Satisfy any of your inpor. :i 
ate not availablfe, your la si 
regaining job possibilities 



htieLt, Lo evuiuat'e eacli et tliti 
ould be Iniipractical to prb\iidj. 



> o 



I. ,j . aluaLin^ these . fifteen jol?^, 



^ ^. iijiin' . ow your wurkshteetb mi^lil^J^^^lbflk 

. inaL.^i oi p d. Five eKatnpl^b -are given fo 

u.e fir::i iflc l;or the second work^^et , a 

Lhi.c e>du...i.i .1 kslieet Example woiritsheeta ar 

tJioviJc^d iv..: . l iejs rertuiining after tlie evaiuai 

>iil 11. i ,1 i ,t. i . . -aiv>.. i>n ach job p.^asdbi i 1 1 y 

iuj I 1 fc i» .» I' 1.1 Ltt^uiie vjork .u your pai L 1.. 

ideuLityinj^ I i • h .ve already staried gallierii.^, 

i u fora.Lil i oii .n-t. 11 1 M, n •!» 1''. i: Ha...t> 1 c , it y^^^i LooK iht; 1 W , 

/ou mi^l.i u ui I i I .1 . - . t 1 . .;m. ,Ii (^tj ib i 1 i i 1 citi wlii. li will s.a i df ^/ 

y *>ut 1 nil*.. . I .ul I.. J s Li,. 1 tl i;j . 1 v: lu»t »i-*«-:d I o t.oi.al dc . ihc t 1 

l: v.i 1 . .Li I i i> .. ra> ..t». ill h». liJill l.j i 1 i L i ..Jic:4i.y ..alidfy y.-ui 

i iiip.i I L Liii I ) . 1/ . I. <. 1 c> . 1 ..... I. . i» I j lie t .) 1 pc. aoiia t ai d ug the (iA'l'b ..1 

win* M . 1 ; I , . I* . 1 I. il i . .t ^. I .,1 111 ^ li I li. y *^ L . 1 aij I i II i . I 

tJUa 1 1 r 1 1 i . > <J.. i 1 ... u .. ». J I. , . 1 J. i L lu: I ll 1 1 I V.i 1 Ui. L li>U I i .>i 

I , , .1 . . I . , .1 I , . . 1 . . , .. . . 1 1. < > ' . i i 

] , .1. ^ : .) . , i 1 1 t . I I 1 .> I ) / . ) 1 1 I' . . , ^ iUl 1 ) L) I . I :t du '1 1 1 i> 1 1 I :i L 

. , J I i I . I . I . i 1 , . i I ■ » 1 i i 1 . - . t . . 1 1 t a n 11 toy.*.. t i 1 o » j O t> 

;.. . < i 1 . 4 .L . I ,. I . . i... i I. I , .i» 1 I n I I i l; t li I HMi * I ii.cc, I .1 

K, o I I 1 . , I II 1 i-M^g* ' ' ' , . .1. ^ i J a Uu li . J I' «: 1 i i v» I c J J I i . 

I lit .11 ... t.i t 1. . . OU. • I. . 1 .. i 



1. 1 . 


> 1 1 


, u , 1 . 


i 1 




I, u , 


( 1 . i 


t « > . , 


t il.:ul i ;/ 


i ..1 , 


I . 


.1 o /luil 


I ll 


' It ,, 


u ^- .l> i ■ > 



I ■ — 

needs^ the job will satisfy. HoWevr^r, rt^cognize that what is true for * 
one Goi)!t)any may not be necessarily hold for other companies — ask the 
person to s^eak in general about the iot>. 

. -''^ " V ■ 

A second worksheet, "JOB SFXHCTION WORKSHEET 2.1 - JOB NEEDS ^ ** ' ' 
SATISFACTlbN'', is provided to help Vfhu in this particular evaluation 
process. Th is * worksheet should be /omple ted . f or each of the liste'd job 
possibilities. As shown, on the c)»frtpleted examples on pages 16 to 20, 
different jobs. wiU not necessarily satisfy the same needs. ^ Also, whf-n 
deterTTiining wl^' . ity or n.'t in.)o-tcr job needs will be satisfied, 
infurnuufon s> n : rt-^ frlun ' d h.- u ..-ij . Scut i> sc ui\-r.s will provide betcjr 
informal lun " L hci I otht>rs ulu.ni a gi^.tn job need. 

below i:. Ii;,L or :^tc-p., ..uJ 'k..y point., tw c.^e 1 1 , \ u.t.p I L 1 u g " iUhi 
:^iahi;i'ION wOKKSnhiET : I - job NhKUS /,1 1 SKAC i I On " . 
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JOB SELECTION WORKSHEET 2.1 - JOB NEEDS SATISFACTION 



Job Possibility': ,/^/^/) ^>i.n/ryO 



Important Jol^ Needs 
(list in rank order) 



II 



"What is your information and its 
source? 



Will This 
.Need Be • 
Satisfied? 
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JOB SELECTION WORKSHEET 2*1 x JOB NEEDS SATISFACTION 



Job Possib 



Important Job Needs 
(Hit in rank order) 

1. aMjjba^ 



.^^l 



3. Clc/iii . Kc.j 



What is -your information and its 
source? 
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Will This 

Need Be 
Satisfied? 
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JOB SELECTION WORKSHEET 2.1 - JOB N^!EDS SATISFA€TX0N 



Job Possibility: 



'ft 




• Important Job Needs 
(list in rank order) 
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source? ' - Satisfied? 



^M. i^.^^. - 



1^ 

8l 



f 




/ J. 4. / 0 (T 



2.L 



"J 



/ 



ERIC 



JOB SELECTION^WORKSHEET 2.1 - JOB NEEDS SAT-ISFACTION 



Job PossibilUy: jfTloxL HxA^sitJ^ 



Important Job N^eds 
(list in -rank order) 



1. d^jLfjuu. 



2- h 



,\ ... 



"(I 



What is your information and its 
source? " 



Will This 

Need Be 
Satisfied? 
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•Job ^6aall)lilty: lodJU l^lUjiifJ^ 



< ^alpqrtant Job Needs 
• (llsl In rank order) 



What is your information and its 
source? . 



Will This 

Need Be 
Satisfied? 



1. 



2." 





(J ' 



3. (LcJfUA^yC/nrJ^yrJZ 




6- J^mJL Ub^KAA 



7. Ctn^^yY\/iA^jl^UrK^ 
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'Conclusion: ' , 
; This^ job will tneet 

^ non^ of my 



^^brtant job n 



eeds . 



^ >only 1 or 2 impdrtanf job nee^s . *<few) * . „ . 

' 3 'or 4 important job needs, (som^) 
. 5 to 7 important job needs, (most) 

-IF THISvJOB WILL NOT MEET ANY OF YOUR IMPORTANT JOB NEEDS , YOU SriOULD ELIMINATE 
THIS JOB POSSIBILITY, AND -START EVALUATING THE NEXT-' JOB POSSIBILITY. 
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Steps 



Key Points 



5. (Continued) 



Check the'most appropriate 
conclusion statement. 



7. De'cide'Vhat to do next. 



5b, 

6a. 
6b. 

7a. 



Write in your response; Yes, 
No, or 9an't Say. 

Total your \^es responses. 

Check the conclusion that • 
matches the number of yes 
responses . ^ 

If this job possibility does 
' not meet any of your *^ 
important job needs , you 
should eliminate it. You 
can erase everything you, 
. wrote .above and use this, 

worksheet for the next job' 
possibility. - 

7b. If this job possibility does, 
!*" at least, meet a few of your 

important job needs, you will 
need to furtjier evaluate it. 
If you wish to re-use this 
worksheet, yo\x should record 
your conclusion, (or' better, 
the needs satisfied) on another 
sheet so it will be available 
for later use. 

7c. If this job possibility is 
eliminated, you would 
automatically complete this 
worjcsheet on tj{ie next 
preferred job'pli^ibility . 
However, if this job possibility 
minimally satisfies your needs, 
* ' you must decide whether to 
further evaluate this job 
possibility on the next two 
factors or first evaluate all 
\ job possibilities on this 

tactor. Generally,, it is more. - 
convenient to evaluate all 
job possibilities on eJich 
factor. \ 

The second factor in this evaluation process is determining the 
availability for each job possibilit}^ that mioimally satisfies your 
important job needs. Job availability is the difference between the number 
of job^openings (worker demand) and the number o? job seekers (worker 
supply): .This ^v^luntion step may b^the hardest of the three steps 
because information on worker demancfand particularly, worker supply, is not 
easy io obtain. Too often people will define availability as strictly worker 



-21- "^-^ 



demand, completely forgetting about the worker supply. They see the 
number of openings, but do not recognize the number of job seekers 
competing for these openings.. , . , * ^ 

The information sources used previously will also prove helpful here. 
Again, some sources will .be more helpful than others. The Minnesota 
Employment Services (M.E.S.) appears to be significantly betten: than 
other sources in providitag job availability information, M.E.S. can 
provide worker demand and supply information on most entry-level Jobs at 
.the lo6al, regioaal dnd state levels. Your school placement or counseling 
office may also be able to provide such information. . 

Your local news media may also be useful In determining the 
Availability of dif^ferent job possibilities. As"^ a normal part of news 
coverage, there are frequently stories or art*Lcles on ne\^> developments in 
the local economy such as mass layoffs (increased worker Supply) apd^nfew 
or ^expanding industries (increased worker demand).. Besides these 
articles, ^nd stories, the "Help Wanted" newspaper advertisements provide 
information on availability of different jobs.< ^Estimates' of .worker 
demand ^c an be made by counting the number of job opening advertisements 
for each job possibility. You can guess at worker supply levels by 
the length of time the ads ryn in the paper — a f^w days versus a couple of 
weeks. You can also coynt how many "Position Wanted'l^ds are listed 'for 
each job possibility. , i . 

Besides these two major sources, therfe are other sourcerfe of 
determining the availability of different job possibilities. If you are 
interested in government epnployment, phone or visit the civil services 
offices in your area or the agency with the job or jobs you are evaluating, 
and ask for information on ava^irl^ble openings. Unions will provide 

.availability information fo-r crafts and trades which they' control . If 
you desire employment only in your immediate vicinity, you should tour your 
are^a to observe which businesses have posted job Vacancy notices. Window 

'^ob advertisement is' still widely used by mgst small businesses.' 
Reference l)ooks (e.g-. , Occupational Outlook Handbook ) and the MOIS^^mputer 
system can provide Information *on current and projected worker demands. 
However, information from t4;\ese two sources is based on either nation^il or 
state trends, not current local events, and is usually updated annually* 
or at most quarterly. Last, peQple such as other job seekers, placement 
personnel, employers and employees, teachers and counselors, friends and 
family members may give you informaticTn on the availability on different • 
job possibilities. ' 

A third worksheet, "JOB SELECTION WORKSHEET 2.2 - JOB AVAILABILITY , " 
is provided to assist you in completing this evaluation step. Examples of | 
completed worksheets are shown on pages 2 3 to 26. This worksheet will 
help you objectively determine which of the nron-eliminated jobs are 
available and hot available. In completing this worksheet, you will 
quickly become acquainted with the unfortunate fact that the jobs which 
will best* satisfy your important job needs, may not be currently 
available in your area.* If you are extremely lucky and a terrific talker, 
you may be able to sell an employer the idea of creating the job for you. 
Otherwise, you will have to eliminate this. job possibility for now unless, 
it is possible for you to commute or relocate to a community with definite 
openings. 
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* Source 

1. Minnesota Employment 
Services 

\ • 



2. Local News Media 



3. Friends and Relatives 



4. ' School Counseling/ 
Placement Office 
and Other Staff 



5. Occupational Out- 
look Handbook/Briefs* 
and the MOTS 
Computier System 



6. Unions or Local 
Employers 



Civil or Government 
Service (Federal, 
State, County) 



Information - Facts ~ Notes 



Worker Worker 
Demand Supply 



A<a:6" pJii^ m/L/»T ^ 



8. Other: 



(specify) 



Conclusion: 

It appears that there are: 

' no openings at this time. " ' 

fewer openings' than persqns seekirtg this job. 

^ as many opepings as persons seeking this job. 
more openings than perS^s seeking this job. 



(D<S) 
(D=S) 
(D>S) 



IF 
POS 
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THERE iBE NO ' OPENINGS FOR THIS JOB AT THIS TIME, YOU SHOULD EblMINATE ' THIS JOB 
SIBILlJrY AND !?TART EVALUATING THE NEXT JOB POSSIBILITY. 
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Job Possibility: Cx^i^fjBtrsHA^ JL^ Pep 



Source 



Information t Facts - Notes 



Worker Worker 
Dem an^|||p||gu£2J^ 



1. Minnesota Employment J^uv6>n"^^ m.n^jj f^o^l^^oM . iLi'nL 

Services ' y ^ ul (/ " 0 



2,. Local News Me<Jia 



3. Friends and Relatives 



■I* 



School Counseling/ 
Placement Office 
and Other Staff . 
# 

Occupational Out- 
look Handbook/Briefs 
and the MOTS 
Computer System 



7. 



Unions or Local 
Employers 



Civil or Government 
Service (Federal, 
State, County) 



8. Other: 



(specify) 



Conclusion : 



It appears that th^^e are 



no openings at this time. 

, fewer openings ,*than persons seeking this job. (D<55)/ 

\y as many openlnfgs as persons seeking this job. (D=S>5 
^ more openings than persons seeking this job. (D>s) 



IF THERE AFPE NO OPENINGS FOR THIS JOB AT THIS TIME, YOU SHOULD ELIMINATE THIS JOB 
POSSIBILITY AND START EVALUATING THE NEXT JOB POSSIBILITY.. , ^ 
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Job Posslb 



Source 



Igformation - Facts - No t es 



t. Minnesota Employment A/o lA^is 

Services / 



Worker Worl^er 
Demand Supply 



2. Local News Media 



— J 



Friends and Relatives 



t 




School Counseling 
Placemeat Office 
and Other Staff 



Occupational Out- 
look Handbook/Briefs 
and the MOTS 
Computer System 





■A 



6. Un^l&ns or Local 
Employ eiTjS 



1 * Civil or Government 
Service (Federal, 
State, County) 

8. Cither: 



(specify) 



Conclusion: 



4^ 



It appears that there are: 

^ 1_ no openings at this time. 

fewer openings than persons seeking this job. 

3s many openings as persons . seeking this job. 
"ore openings than persons seeking this job. 



(D<S) 
tP=S) 
(D>S) 

IF THERE ARE NO OPENINGS FOR THIS JOB AT THIS TI>E, YOU SHOULD ELIMINATE THIS JOB 
POSSIBILITY AND START EVALUATING THE NEXT JOB POSSIBILITY. 
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Job Possibility: tYlnuJ CjOii\jJilf^ 



Source 

1. Minnesota Eraployraetft 
Services 



Information - Facts - Notes 



Worker 
Demand 



Worker 
Supply 



2, Local News Media 



3. Friends and Relatives CjLTXAJJL/^ J^JQUAJ^i CXutkL . 



School Counsejiing/ 
Placement Office 
and Other Staff 




Occupational 
look Handbool(/Bril\ef s 
and the MOTS 
Computer System 



6, ' Unions or Local 
Employers 



Civil or Government 
Service (Federal, 
State, County) 



8. Ofcher: 



(specify) 




AH 



Lo »v / — 



Conclusion : 



It appears that the 




no openings at this' time, 

fewer openings than persons seeking this job. (D<S) 

as many openings as persons -seeking this job. (D=S) 

more openings than perisons seeking this job. (D>S) 



IF THERE ARE NO OPENINGS FOR THIS JOB AT THIS TIME, , YOU SHOULD ELIMINATE THIS 
POSSIBILITY AND START EVALUATING THE NEXT JOB' POSSIBILITT, 
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You would complete this worksheet for all non-eliminat^ed job pos- 
sibilities or until you can do this evaluation pi^ocess entirely in your 
head. Again„^ you must decide on whether to complete this worksheet for 
all non-eliminated job possif^ilTties first, or work through trfte^^ntire 
evaluation process with, one job possibility at a time. 

Below are the steps and key pijlnts to us^ in completing **JOB 
SELECTION WORKSHEET 2.2 - JOB AVAILABILITY." 



Steps 

1. List the job possibility. 



Gather information from 
each source. 



3. List information received 
.from each source. 



A.. Estimate the levelg^ of wprker 
demand and supply for each 
inforifiat ion'^scTurce. 



Key Points 

la. Complete this worksheet in 
< pencil so jyou can re-use it. 

lb. Start with remaining job 

possibility you most prefer. 

2a. Check each *of the listed 

information sources in their 
order on the worksheet. It , 
will probably be more convenietit 
for you to get availability 
information fron^ a given 
source on a number of job 
possibilities at the same time.^ 
However, use separate , 
worksheets for each job ^ 
possibility, 

3a. If a source has no pertinent 
information, write ^'No Info'* 
in the spaces provided for . 
the source. ^ 

3b. List all information* that *■ 
may be used in determining 
the worker demand and supply V 
levels. 

Aa. Make an estimate of both the 

worker demand and supply ^ 
levels . - ' V 

Ab. Write the level (High, , ^ . 
< ✓ Moderate, Low) in the appropri- 
ate columns for edch source^ 

Ac. If a source provided informa- 

^tioh on only one aspect of ^ 
availability (e.g. , only ^ 
worker deiitend), estimate the 
level. foj that aspect. Don't 
l^ave both spaces completely 
blank. 
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Steps 

uieffe'th^ most aRpropriate 
concjLusion statement about 
the avaj^at5ility of ttie job 



\ 



5a. 



5b. 



6. Decide what to clo next, 



6a. 



6b, 



6c'. 



ey Points 



Consider the information from 
all of the sources, 



Check the conclusion that 
best represents the job's 
avail^\l'ity . This can be 
donefby averaging the levels 
of al^ sources. *It can afso 
be based primarily. on the 
sources .<^ith the best or most 
complete information.' 
a" 

If tiiere are no current 
■openings for this job 
possiUllity, you should* 
eliminate this jot> possibility. 
You can erase everything' above ^ 
and use this worksheet for %he 
next job possibility. - 

if there are some openings 
for this' job poss^ility (even 
if the worker dehrind exceeds, 
the supply), you will need 
to^ further evaluate this 
j(^bj;^ossibility . . If you wish 
taJre-use this sheet, record, 
your conqlusion on -aiiother 
sheet -for later use: 

It may or may not be easier 
foi^^ou to complete this 
worksheet for^all remaining , 
job possibilities before 
evaluating t;his job 
possibility 'further. • ' 

Generally, evaluating all 
jobs will save time.* 



The third factof in evaluating j 6b? possibilities is' deterniihing your 
qualifications for the remaining jobs, those which ^will satisfy 'at least 
a few of your important job neeids and which are also currently available. 
In this evaluation step, you will first identify the minimum worker 
requirements (special skills, work experience, education ,- etc . ) for each 
job possibility. You wiH then determine whether^or not y6u can s-atisfy 
the minimum requirements of each. If you cannot meet any. of Jhe minimum 
requiremeTJts for a job possibility, it should be eliminated l^ecause your 
chances, of obt"aining this job at this time are practically zero, 
regardless of what you do or Iproraise. The job , possibilities that are. not 
eliminated herj^ will be the ones you will compare in the f inaj *sele<:tion 
process. • 



kJ kJ 



J 
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Identifying the minimum vorker req.uirements for a job can be a 
tricjjy task s^nce jchere is no one standard that all employer's use ia 
designing jobs. Different employers advert jlsi-n^ the same positions or ' 
Job-,tltles may have very different expectations on what the worker ought to 
be able to do or what has been done." ''.Also, these employers may use ' 
slightly or even drastically different job-titles to describe jobs thaf. 
have identical duties and worker requirements. 

To el^mihate soijie of 'this confusion, the Unite'd State Department of 
Labor has developed the Dic|tionary 'of Occupational Tltle^s (D.O.T.). The i 
D.O.T. is slowly emerging ds the one standard that employers can use in 
designing pnd advertising t^ieir jobs. This monumental reference book 
(4 volumes) has comprel^ensive. information on-approximately 40,000 job- 
titles. .The requirements Us.ted for each job include: educational back- 
ground, training time or work experience, aptitudes, interests/temperments , 
ci;itical, physical demands, and working conditions. As mentioned ' earlier 
the GATB is keyed to the D.O,T. and will help you determine the jobs for' 
which you are current ly _ qualified . If you are unable to takf the GATB, you 
can use the D.O.T. yourself in evaluating job possibilities. It is strongly 
recommended thaf you use-the dIo^T^^ in this evaluation step. However,, 
because it is a massive book which contains considerable information in 
condensed form, you may want to seek assistance in learning how to us"^' this 
reference book. This book should be available at your school and *ny 
public library, , . 

* *■ " 

Other sources of • information' 'for determining the minim^iiTTl^uirements 
of job possibilities. exist. Using more than one source is especially 
d^esirable in this^-step because minimum rfequiremetits can and do vary 
considerably between different companies or e'mployers. The "Help Wanted" 
newspaper adS usually provide the, minimum requirements for each, job 
opening listed. This' source can>^)Bdily tell you what the "going" 
requirements are in your area. Remember, local worker supply and demand 
will affect the advertised Vcquirements . Employers and employees working 
on the jobs you are evaluating can tell 'you what the dutfe's and require- 
ments are at . their places of work. School counseling/placement staff, , 
friends and relatives may be a^ble to help you identify the ihirjimum 
requirements. These people alSo may be able to lielp you in determining 
whic;ii minimum requirements you can, meet or surpass. 

','•«•' V ■ ^ • " ^ ■ 

^ Once you've established the minimum, requiremenjs of a job», yoiT Are • 
- ready to evaluate your" own qualif icationfe— your ability to meet the 
various requirements of the job. For some requiVements-, • it is obvious 
whether or not you can satisfy them. You either do or do not have the 
required amount of education or work experience. For other requirements, 
such as special aptitudes, -it will be. more difficult to determine whether 
or not you, are qualified. 

There are tests, including the GATB, which will\ndicate what 
aptitudes or skills you currently possess. Your-school counselor can 
arrange for you to take such tests and can help you evaluate the results. 
Your grades in relevant courses are, also indicators of your qualifications. • 
Your role and accomplishments in exti'acurriculur activities or sports will 
provide hints. Evaluating your exp^eriences' (good and bad) ih^ part-time or 
summer jobs can be helpful in determining your qualifications for each job 



possibility. ^ It Is to your advantage that you be honest and objective in 
evaluating your qualifications. You have nothing, to gain from overstating 
your^ qualifications except temporarily Inflating your ego Which will soon 
be deflated after employers or their representatives give you, the "Doa'^t 
call us, we'll call you." Get. help from others In^hls critical process . 
Some peoi^ may ,be able to. tell you about stren-gths and weaknesses that 
you didn't know you had. Accept opinions (critical and complimentary) * 
with a level head. 

' In working through this evalualllon ^ep, we ask that you complete 
''JOB SELECTION WORKSHEET 2.3 - JOB QUALIFisCATIONS" f or all remaining job 
possibilities'. You will see froth the ^complSeted examples on pages 31 to 33 ' 
that on this worksheet you are asked yTo^slde^ 1 1 f y the minimum requirements 
arfd provide some evidence whdch you ((an give to employers about your ability 
to meet each requirement. This worksheet will be of great assistance in 
the actual job seeking process. So do your best and be honest in completing 
this worksheet. ' ■ , * • 

Below are the' steps and key points to use In completing JOB SELECTION 
WORKSHEET 2.3 - JOB QUAtlFICATIONS . 



Steps 

List the, job possibility. 



Identify your sources of 
inf orirrat ion. 



la, 



lb, 



2a. 



2b, 



5^ 



Points 



Complete this worksheet in 
pencil so you can re-use it. 

Start with ithe remaining job 
possibility you most prefer. 

Determine 'the most reliable 
and useful sources on minimum 
requirements . 

List sources in descending ^ 
order of usefulness in the 
space provided. ^The most used 
would be listed, first. ' 



3. List all of :the minimum 
/ requirements for the job. 



3a. Under each headirivg , list th^ 

Specific requirements in ^ 
that" area . 

3b . List remaining requirements 
that do hot fall In the 
listed categories under "Other" 
For example, personal factors, 
transportation , etc . 

3c. Be as specific as possible in 
listing a requirement. 

3d. Star (*) essjfttial requirements 
that must be satisfied In 
order to be considered for 
the job. 



07 
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Job Possibility: A^Jiu:^^ly\jQBy^ ^ t 
Information Sources on R^q Jireftents : ^AjB^ (^jTr^' ^ tyM'fX ,^^ ^ ^.O-T. 



MINIMUM REQUIREMENTS 
Special Skills/Abilities; 



2. C 




3. 



►YOUR QUALIFIGATI'ONS 



Can you satisfy 
this tequiremeot? 



What 'evidence can you , 
present to .an employer? ' . ' 



B 



Work Experience: 



Education: 



Other : 

1. ' Qxt&iL-a 



2- Dttd i.uii n,^^. 



if: 



Conclusion: ^ 



.0 J^LLl.fl (lt^..f^ 



I IF'YOU 
POSSTB 
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can satisfy: ' ^ 

none of the minLmum requirements of the job. 

s^^^e the minimuTn requirements of the job. (Q<R) 

_ all of the minimum requirements, most just barely. .(Q*-=R) 

1/^ the minimum requirements, njost very easily. (Q>R) 

•CANNOT MF^ET AN^ OF, THE MrNTMUM REQUTRCrENTS , YOU- SHOULD ELIMINATE THIS JOB 
ILITY AND start; E^VALUATING THF/np:XT JOB POSSIBILITY. 

a ^ • ' • 

:r3 ^ 



^Job Possibility: Cuu^XjhrsiUK Jk^^AXjCJL - , 

Triformation Sburces pn Requirements: 



MINIMUM REQUIREMENTS 
Special Skills/Abilities: 

Work Experience: 



Education: 



M.S. 



Other: 
1. ^ ^ 
2/ 



YOUJr* QUALIFICATIONS 



Can. you satisfy 
this requirement ? 



What evidence can, you 
present to an employer? 




6/K m 



JClJi^ cilAk Uh^/bfe 



Conclusion : 



% 



I can satisfyf * ^ ^ 

^ none of/the^ minimum requirements of t?-he job. 

^ ' some.^ . the minimum reqViireraents of the job. 

all pf the minimura requirements.,' most just b'arely. 
^ all tf the minimum requirements, most very easily. 



(Q<R) 
(Q=R) - 
(Q>R) 



IF VOU CANNOT MEET AN\ OF THE MINIMUM REQUIREMENTS, YOU SHOULD ELIMINATE .THIS JOB 
POSSIBILITY AND START \v%UATING THE NEXT JOB' POSSIBILITY. 
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Job Possibility: i < , , 

Information Sources oh Requirements:" I>. 0. T. ^ . (XJtVa/^M- 



MINIMUM ElEQUIREMENTS 



Special Skills/Abilities 



2, 



3. ^JPynAn4x>ii .g.A;6zF^ 

Work Experience: 



± 



Educations 



OtKer: 
' 2. 



Conclusion ; 



- YOUR QUALIFICATIONS 



Can you satisfy' 
this requirement?. 



What evidence can you •' 
\ present to an emp-loj^r? ; ' ' 



J\CdL/L ^ yy^nJ^/i^. i^^Lf \ 



I can satisfy: 

r rjone of the minimum requirements of the job. 

some of the minimum requirements of the job. (Q<R). 

all of the minimum requirements, most just barely. (Q=R) 

all of the minimum requirements, most very easily. '(Q>R) 



YOU CA>mOT MEET ANY OF THE MINimJM REQUIREMENTS, YOU SHOULD ELIMINATE THIS ^OB 
;C)S^SIBILITY AND START EVALUATING THE NEXT JOB POSSIBILITY. 
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ftteps 

(Continued) \^ 



Determine youmc ic 
foi^^^the job. ^ ^ 




Key Points 

3e. List any and all requlreiBents^ 
even- those not required 
by all employers . 

3f.. If your information on a . 
certain requirement is 
conflicting, list the most 
- demanding requirement if 
the worker demand is less 
than the worker supply < 
Write in the easiest require- 
ment if the work^^ demand 

o vv- o £5 c fhfs wnrkpT" *?iipp ly , ^ 

iu. . F.'i I , : jI f.inii./i\i l ejiiuirement , 
wri u iir evaluation of 
whether or not you can ^ , 
satisfy it.^ Possible ^' 
responses would be po,' barely, 
and easily. ^ | 

Your evaluation should be based 
on objective assessment, not 
wishful thinking. 

'4c.' Don't sell yourself short. / 
Consider* all experiences: work, 
school , sports^ and social 
clubs, church, family and 
community/neighb^orljo^d . 

4d, Seek help or confirmation 
from others . 

For each minimum rec^ul tcmei\L 
yod can satisfy, list ^ 
evidence of your qualltlcdtlens. 

FiiL yourfiielf in the place of ' 
an employer . What tivldeji^^e 
wotild you want? 



ou want? ^ 

accompi£ini^^s or future 
poL euL ial . It uiust be * 
avipporced^ by facts, r\ot . 
pc;iaoricil upiui ons . 

It *L uiovlde clear, 

un.jfcba I cib 1 c ^.vidence for an 
d 1 1 eged qua 1 i f i cation , you 
pLwLabl, <.aii*L satisfy that 
lequlien,. nL . <v iit resfJonse 
L.,,,1J . I » . .1 I o *'No. " 



Steps 

6. Check the most appropriate 
conclusion statement . 



Rey Points 

6a. Select the statement that 

comes the closest to matching 
how well you satisfy the 
minimum requirements, 

6b. Base your decision on your 
responses above • 

6c. If you cannot meet the 

essential (*) requirements 
of the job, check (/) the 
statement indicating you meet 
none of the minimum require- 

1)1, [f /t) J Miecked that /Ou me -I 
.lone of the minimum require- 
ments, eliminate this job 
possibility. Yolj can erase 
everything above and use thi 
worksheet for evaluating the 
next job possibility. 

Co if you are at leaat minimally 
qualified for this job 
possibility, aave this sheet 
and evaluate y.our qualifications 
for the remaining job pos- 
sibilities on additional 
worksheet s . 



lIiIllJ au.j i^^i --Luv* ' ' ) ^ ^v-iccLlon pioccj^o i^i wlieie you 
^ ..re Lhe be.,L j b pu sibil.i.1 i. a. 4 a..lect the Job which best aatisfloc* 
yout iini^or L.iiiL j.^b ii^eds and -.hiuh you have tl>e best v^hance of Securing. 



r\ I i v.lll e.i 1 i » 

CA\o iaing Lhe 

jiiiice yoiii in 
evalii^ted. Y 
decide whi h 
on (1) atiic4 
ma/\lmU(w need 
Thoiigh I h i o 
rt:quii\ ciaci 
j^Lejj 1 J(Jlie 
L he . ha t.: ea 

K>>Wolcd it ii 

1 c-ri li 1 I 111 [, 
j1 1 ot . hi .> 



^ »i will ..M.L>lJoi hele ciLii bi, JLeened and L e L cd . 
i V. c^i iiu ba L i J5 1 y 1 II ^ jot possibilities hav«-; been elimin<jted. 
be..L t these ]<)b o . b 1 1 1 L 1 e a should be fairly simple 
ioim.it. i 11 <Mi . deh job t'OSii i bi i i-L y is alre.^dy coliectea anJ 
Oil will aiinply pui Lh. pieces of 1 n f *j rinat i on together \iid 
j oi. p K I ui c: yo luc. .iL piefet. Youi prefetenc- could be pa^ 
ly ^ iMii v.hawcc::^ ot s^cui ing <. .ch jwb, (2) atrictly Lhe 
jjciiijiici Liou by ea.li job, o» (3) a cOmbinatioii of Lne tw., 
Lep it^qulLc^a* Ic a woik LtKiii (lie iae^.ond step, 11 doeti 
v:al j <i J^ii.cii t aii.i ^ooJ J<^i,ijDion »,.cikiug ^n youi part. it 
lidp I a a I d 1 y , all u f y ui p i c; v i uis har J Ww rk i ^ was L ^ i 
1 y 1)11 1 ] D a I < , t> . i 11^ . lie. c. c b s f u 1 may be c. .iiJi 1 de i ab 1 y 
u. )vit- .■ai.l tiiiiu 13 iuii aliriLii. .A bai j.-b tielecLitMi 



.1 
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it ^Olll^^ L 
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To aid you in this final and probably most important step in the 
job selection process, a final worksheet is provided, "JOB SELECTION 
WORKSHEET 3 - CHOOSING THE BEST POSSIBLE JOB." From observing the 
compl'^ted example on page 38, you will note that all three evaluation 
factors (needs satisfactions, availability and qualifications) are 
considered equally important^-all have, the same sets of scores, under their 
worksheet conclusion symbols. By considering all factors equally important 
in your selection process, you will, in' effect, be giving sl'ightly more 
emphasis' to your chances of securing^a parti^cular job than to maximum need 
satisfaction. This is because job availabililry interacts with your job 
qualifications to determine your chances of secyring a Job. To 
illustrate this interaction. Figure 1 is given oJk the following page. 
Each cell represents job offer chances based on d/i f f e rent »possib le 

-' 1 -bl'^/'' ty r.rd oneVi jch qvi?1 if ^'^'^ '"^n 



-^"^nationr 
^ret thi 
)ne job 
* start 



. ^'ays : (1) >'oitr chi^ii^ice ; u 
I your chances of receivirt^ a i.. 
:h (within the firsX week)/. 



To coiupi« 



.til 



iCTION WORKSHLLT 3 - CHOOSING THI) itiST 1 
i key ^Mjiiilo li,SLed beluw. 



Key Pol uLo 



11^1 J 1 1 . . 1 u 1 1. t. \ I. 
) S S 1 b i 1 1 L i e ti . 



I li^L olily LhoSe juti pot* 
slbilitieri that have pas:jecl 
through all three evaluatio 
factors . 



IL YuU lUUriL liavo txl i«jciaL Lwo 

renidlnln^ job poas ib i 1 x t ies . 
If not, yuu stiOiild identify 
cidJiLio»»dil Jvb posa ibi 1 It ies 
to evaluate . EXCEPTION: If 
you have only one remaining 
]ob posslbiliiy and it Is / 
the job yoii knew you wanL«jd 
f luui Lht; start , yuu 1 unld 
Lliis wo rU sheet Lo v«>rlfy ihis 
i ob . hu 1 c.e 



i I ^ liiiV/^ .11,, 1 <j M. 1.. 11 • 
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Jiaw iii a.idlLlunal lliieo ui 
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Figure 1. Job Offer Chances Based on Job Availability and 
• Job Qualifications. 
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JOB SELECTION WORKSHEET 3 ■ CHOOSING THE BEST POSSIBLE JOB 



Worksheet Conclusion 
(Factor Score) 

Remaining Job Possibilities: 



Factor 1 
Jobjfeeds Satisfaction 



Few Some Most 
(-2) (0) (+1) 



0 



1 



0 



I- 



Factor 2 
Job Availability 



D<S D=S D>S 

(-2) (0) :(+l) 



0 



Factor 3 
Job Qualifications 
Q<R Q=R Q>S '■ 
(-2) (0) (+1) 



0 



0 



Conclusjioui 

Thd Jub iMwiilliiiU^ ..III, n, iui..i ij. 

The job |>06alLlJUy 1 lu» L J IluUJ iAi rfcclv lai ^ M lilJ) QilAJ)d7V 



I 




Ill' IIIL luu I n.h 111, i/i.ii nil; tilollLSl lUBl, tiCuKE, 'YOU A«li PKiJiiAlJl.l' WJiiUlilNO tAoMb 

DIfFEKLNTL. . iiAYBE Y.,U ..KE EiE.IALi SuKE ..K UNJKE ABOUT OiiE OK IWO FACTORS. WlilLE IT U M CRIIICAL THAT 
TOUR JOB SELECTION uE TiiK O.iE WI'i'H TliE lliGHtiiT TOTAL .CORE, IT iS' CRITICAL THAI M CAN CLEARLY JUSTIFY THE 
DIFFERENT SELECTION Tu YOuKSElK. ' , ' 

■( 



ERLCf 



1^ 



f 



Steps 



r 

Key Points 



3. Translate your worksheet 
conclusion statements 
Into factor scores. 



3a, Do each job possibility 
separately . 

3b. For each' factor, write in th^ 
appropriate factor score (-2^ 
0, +1) undeimeath the worksheet 
con^clusion you had checked, * 
-For exailrple, if a job • " . 

possibility satisfied most of 
youi*' important job needs, you 
would write in th^ f^ryanf^ 

below FaciTjr 1 for ^hm jo 
Once you have recorded .a 
score on all factors for a 
job possibility, proceed tcA, j 
the next one and repeat^ thiti '. 
pro.cess . 



S Imply add the tlirce factor 
scores (side-by -side) for 
each job possibility and 
place the total in tlie 
"Total Score" spaces provided. 

look over Ltie examples be low 
oil hv>w to add positive and 
negative numbers; 

tlA. 1 . 2 t (. 2) - ^ 

tlA. / Z t (tl) - 1 

3 » 1 (-Z) - 1 

A L Ljl COuid uev^. {>. 

1 ,\iWer L Kdii " ■ G *' or 1. 1 ghe i 



i ..V. ,1 I 1 » ^ , I , 

dlld cllc. k t I dliy uialti C. 

Ul ^1, ( ( ( 1 LJ*. w , C WW 1 .J I, ^ 

Itie uluiii ^utsi.lve L Ldl 3 ur. 



11.1 . 1. ... 1 .1 1. . ( li , 

tilt . 1 ^ti t:3 L L o . a 1 oi 
iiwt you dt plobibly n 

^ouiideliu^ icit.tuio d 

usiu 4 i 1 y 1 mp It dut bi: 

y >> *1 ■ d ll . 1 c: .1 I- 1 y j It 

li 1 r I ^ 1 o c ( I, y (iL :j L H 

.1 I l: [> I o j. til d t i> 1 dU y f I 



1 ( t. 



Steps 



Key Points 



6. (Continued) 



1 a r (. h cd . 1 1 I 1 tr 



6b. If two job possibilities are 
tied for the highest total 
score, you. can either try to 
select one over the other or 
seek both jobs. 

6c- If you have only one job 

possibility, you can u55e the 
following decision rule to 
verify your job' choice. If 
the total score is zero or' 
f;ie^.tei , tl.^: j dl- ctci,c€ 
fifcibg.bl}' £i I'ei^rsicir ?.Me: ct li , 
If tiie: tctsi] fiiccne; is r.e^st 

citihtir jctb posisibl ] 1 t^l.e s . "ic 
wi]] probably eith^fr not be 
satisfied with ^his job ci' r 
be able to secure this Jcb. 

yoik die llOw ready to atart yu. 
b Search activities will be 



EKLC 
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MODULE 2 

PREPARING AND USING A PERSONAL DATA SHEET 



/ 

/ 

J-. 1 t- ' t :u I (1 ■.>».! .|Jt*. iti^ UiOVo , cbi.iipdi ing yuur pepSoi.al 

J:. J a 3l.ee L o. leau.c. a It 1 t'cjiiiially c:^. lied, V Tft 1 S job seeking i^klll 
sitiiiiild Viol i^iii>i:c,.l c.pLt. lally tjy ycj.aig perS.mtJ. A pei sonal '^dafta 

aheet ..du av yv>u mu, li 1 1 u:U t J t i , ,ii .ii»d e ml, a r r-as siiieu L . Ttilti redding 
inudul«- will eKi-Kil.. u/liai .i |>L.i.rjiHial ddL.i siieet lei, it^ ud van L ages, h..w 

pte^^dTc ^ut ptii. ,wnal J . L a aliccL. u^i^i.g y*Jut petSOll..! ddta shedl 
dUd wiiliii^, ^i>v. t lt^tt*..i Tot y»>ut tai<»ual ddLa she^L 



- What Is A Personal Data Sheet And Why Should I Prepare. One? ' 

A personal d^ta sheet or resume is simply a one or two page 
description of. you and your qualifications. Your personal data sheet, 
should be preparedfilji)ecif ically for the job or jobs you are seeking. If 
you are seeking two entirely different jobs you will need to prepare 
separate personal data sheets, f'or each. The problem of preparing an '*all 
purpose" personal data sheet, rather than a '*job specific" personal data 
sheet, is th^f some facts you list as qualifications for certain jobs may 
actually be disqualifications for other jobs. 

An ■^xanoI'S a ber^o^al d-^ta sh^et is sho^vn on the next page. 
TiLs SKanpl2 LlLjiiiratss i3v/*£n. p3r9.5 al ::lat;a sriest: of Dur character, 
Jod/ JOT13D1, r\i^\i ioo^. Y^is -iaca:t2if t^stsd a lunber :>f job 
po33LbilLtis3 p Lie prev'i:>aD lodula aid LiDicLaded that a sales. job was 
indaad taB D23t ]jo id si^rt lis/iBr ^ara^r. ^any Df the qualif icatioi 
liDtBd j.i iriLs Jiicsj.vdl iaLd Dh--L jii^y'di r-L:t Ly from the first example 
of ihtz "JOB SELblCriJS ^.)KKSKB:Kr Z.3 - J3B QU^LIFIC^VTUNS bn page 31. 

int:,Li L ijii J ULiilicL, 1. a L 1 ct pcisjiidl dala sheet is a 
tciutastlc invesCiui-iiL . U , f f r aL i:tASt ^Jur advantages to job seekers. 
The fi^rsL advdiiLa^L: a persuual daLa sheet is the help It can give yoU 
in ^^tartiiig up your j^M. ^eartiii. iou ctin give copies of your personal 
data sheet bo ' i el ^ L I vtr s ^ rriL:Lia^. sctiuul staft, and other persons who 
migtu be al^le to [lelp y.,>.. K^caLe .ivailabie ]ob opportunities. These* 
peo^^c ccxn bei tc:i heli^ i l" Uiey know exacLly wtiaL job you want and whaL 
your qual i t icat'iDiis arc . Tiiey may l.e willing to give copies of"your . 
personal daLa j^hecL Lu l t. i r- f» lends or rt^latlves who are in a better 
posiLion li) \u.iy yu». Bcruic. duiiig .iiiy leg work, you may want to mail 
youi per.»ou.»l daia L Lo oiut^loyeiS wLo aie likc:ly LO h^ve tlie job y^t. 

are»^eokiug Vli i :^ will uL duwii your Llm«- idciiLifyiiig uiilisLed job 
ope. lilies anJ ...cAy h Ip y u a uid */jsL Lime coinpletln^^ applicaLion 

pi ucedijr..j5 wiLh .lui^lw^ci.;. wdo c U he 1 doii * t huve any job openings or ^re 

jusL liuL i..L^ie..Leil In yw i q . . 1 i t i i. . » L i u u S 

^ . J .1 . , . . . , i J . . 1 , 1 . . I . i 1 . . i i . , I 1 . . ...... 1 i it 

.111 p^.ovidc oi» oli.il ...I'l I I, loi l.y [lav mg you. petsonal .IdL . 

iih^ci .^ i L h y..<. v/i.c.ii t I 1 I la^; cui, loyiiici ai-pli^atiOM i.,rins, you can i 

j^uie » he i .. t ...at i w.. ,...u li I i a^.^.ul^iLe ..nd euii.pl^Lc Many job app 1 j 

uu.e Lheil ipplUialloLi f , ...jd We . e i . . c ollip 1 e t, i 
v.v t lv)..;3 A peiSvjual dai fi Jiliec^t should al&o 
. < ..oolul . lu^ lijyiUeuL iilLei iew Pre^i lug 
ip y,ju I. ^Liiiize youi Lhou^hLtj u.cad o 1 Lill,. 
1 » will pi . \/ i .IV. ; . . M* I II. f. . ..1 ijov . I »> ihan o 1 t lie q ueo L i olia aoke 1 Ij y 

i 1. 4 I \, 1 wt; . ^1 m 1' I ^> u 1 lal .1 .W.v. . L \ i i , i.mw u 1 u luti. h t t I.e * ijU i eu < 



ci L ^ . liiiiinuLcid i lui.e tl I a L c: 1 y l> 

o L I v j o t> 1 o pp y 1 t: t a iia , . < t < i 
in Ida e ywui » liau. ..-a »/ 1 

a pertuni .1 *la a :jli^.el wl , 1 I, 



JO DELANO JOHNSON 



POSITION DESIRED : 
' T ~ • 

PERSONAL INFORMATION ; 
Date of Birth: 
Resi'dence: , 



Teler>hone - 



Salesperson 



May 25, 1959 

1832 Finley Avenue 
Micropolis , Minnesota 

Ai?-qHi.7777 



55999 



JOl - RELA TED SMLU 
, — — J 

Sales Abil'p.Ly; 



.Al, i 1 1 , 



l.j\> odLcri ( itiuiiit:!' <2nipioyees) in past pusici 

Kugi ou.il final icaL 111 Junior, Achievement 
"Salesperson of tlie Year" competition 

A avotd^e 111 JlaLribiitive education couises 

Mv-mbet or Cell Ltal "high Debate Club 

111. 1 1 ' a Hwi».>t Kwl 1 
Will j^taduaie In lop tialL .>L kAu^l* 



:>//0 «//0 



I 1.1 ^ i . i 1 I I 1 .... ; 

' i t 1 1 :> 1> . ., 1 I tiu. .1 L I ^> L < 
i ■ I J»,mV.*1 . la 1 1 

» » . , 1 ^ . , i .j 1 u . A L» ;j i . .i . H J ♦ I I li 

I ■ 1 1 ..l^^\>r Lt^-i t. i L, .... .uiui..l»l 

1 ,i ii ^1 .3 . j> c ai Uj . p 1 i es ^ a lul 3 a L. i o . i c t y 
l - I' vwiu*. I s 

i I < . t , . i . .1 . 

1 uui .. I iii^i 1 o c c 3 



1 t 



. 1 

1 , I 



. 1 I 



ERIC 



EDUCATION : 



High School: 

Graduation D^te; 
Special Courses: 



JO J)ELANO JOHCLSON 



Central High Schools 
500 - 1st Street N 
Micropolis , Minnesota 



55989 



May 31, 1977, 



Distributive Educatioi^ I and II, Business 



U. 1 1 lU. 1 o 



ill t [ L' t oieii . I 
Tdll 1. i 55yy 5 

1 ^ 1 t't'^J^ic; . t. 1 ^ 903 i i t>w 



11 M I . 1 i . u 1 , I .1.11 
1>1 . . 1 i i.t S 1 r ^ Mci. 
^ N . »* i p >^ . a I. i Oil 

i' / buA 

Ill wu^.. 1 , lun i . 



ill . i> I ( 1 ^ : .11. . u . 

I; . 11.1 111 y I . Il Mi 

ni . . I i , N *^ * 

1 1 j.l . .. . .1:) 

l^. 1 I ..I... , 1 t ' ^jf 



.A third advantage of a personal data sheet is that it will .allow 
you to apply for jdbs not otherwise available. There are certain 
jobP Chat* Cypical 1 y re-quesc (which reallv mecins, REQUIRE) applicants to 
submit their personal data sheet as a condition of consideration. 
Most professional, sales and management positions are in this 
category. There are even some hie;h level clerical and secretarial lobs 
that request a personal data sheet be submitted. If very few job 
openings exist in your immediate area, you may want to apply for the de^ 
sired job in oth^ locations. Mailing. your personal data sheet with a 
•^cover letter is the route tn. on if ^h^G riTGt-ar.o^ 10 Mr^^i^^^ 4^ 



Ut 1 . 
^ , t i 1 F ce I I 
Di 1 1 e p 2 r s ( 
t>i t pa re a f t, £ : 
about obtdi i, ,. k; I 
opporLunitieb fj ii 
emp loye rt» i i 1 - 1 
those who du ,» > . 1 . ] 1 
appl icanLri*. Pd>. i;l :i. ji 
(good ai^id b.i..i) ai^ I 1 d Id .ii 
v/heiming v.oniLr^r/ iitjCuiL ii 
aheeL will give /oii d t ii r r 1 f I : 
other job ocekeib <=iU;ili/ [ini 
obLal.»iiig a ]K)b t.i I l: 70. 1 1 



' * i 1 tid , k • esp t a 

b ^ ■ : ai; d ihe*: .is f r , m j b 
' ^ ^ i » i ' stiD,nt that f I rst .,m ) c : 
ud . ±i\ liy be broken by over- 
tn) , a ill organized personal Ja 
ivaiit ig;:r II ia?lll Set you apart f.ri. 
led and uay make Lhe difference in 
; iJi.iy iuiuiu»al^y qualified. 



' I ■ ' ' 1.1.4 t 1 ti i ,t U J VVii I. 1 1 i 

i 1 i i ii . n: t. c «n ui icr Lo be cow^ldered f^r tiie 

dw,,i.abi. j .b vy^.aiu.i-t> i^ou. p rs..nal data siieet: can L^^i. 

da Luia b^ pi ^cuil. g iMtiuic: , ... wb 1 . b ia i^oslLive Lru»h 

pe.mUa 11 uai^L I, , I f a. t> :3till.lc:. Hud u^lo.ld il U L ConL.^iu t»ny 

fuuleccc* . / i tic,..iM>/o l..t.>i ..al . u.i If y.,ii ^ Oi» a 1 ^d d i a aheet la 

eftev:Liv/c, .1 111 im.,v .1,: y.,u j.b l..,^i U;wji wticl you will try .o 
v^bCalii )i>D »riuia ^- 



1 



'''' ^'-^ " • '^''^ ^ ^ ...i ,1 I u t b„ li..lci in - i>..it..M.al 

- 1 i t 1 ........ 1 1 lut u .1 .o. ...1 1 c. u( : J (*., tl.^ lub , 

^'^^^ b.,.l.., , 1 .^^ . J ^ ' ^ ^^^^^ 

I Kj c: «1 1 ,i f I 1 , i I , ,1 , 1 . ' I I , i I 1 . ; 4 \ ^ 

. * * ( .111 4 J i 11 ) L> 

i I* l» 1 1 . .11 1 . . .1 I ./ . ,» i 



\ 



What about >negative information such as poor grades, problems with* 
the p'ollice, medical conditions, or getting fired or laid off? • Oui;' advice 
i3 do tiot lisft such information yon your personal data-sheet even , though ^ ^ 
it may be requested on ^n application form and discussed^ in the interview. 
'Yovir personal, data sheet is an acJvertisement of ^youi? qualifications, not 
your disqualifications. You can-be honest witl/aut providing complete 
lise of, your ''faults and fail^ures. This recommenda^tion is especially 
impnrtaht hprnn^p "^nmr pmplovprs dQ, use^ the personal data .sheets^to 
screen p^it Jub appi LcaiiLs . Generany^ employers don't expect their 
employees tD be perfect. However, they usually do expect job applicants 
to look nearly perfect. Therefore , t try to anticipate and meet Chese 
: ! : i: L , 1 J " " * iV : ' 

: ) ; L^ i 1) M , ! 



: I lef 
: 1 3 i'2 
H : L id 

data s 



J) r' 2 > : ? ) J ; 1 ; 

sot'ip C i I : f 

r L > : L ) I > L > > 

La J(> i 1 s J i ' 

tic t: ' 3 f)iD J 1 i 1 



1 if ormil: 1 



bfcs Idea 



QUALIEICATIONS" 



; 1 

1 1 ( 



ii 



1 1 , 
I f J 

li : 



n I 



i > J J 



5. In 
] , MS 
2 a > i r 
, i 1 1 V 2 



I 1. 1 

t & V j 
1 C 1 



I, I 1 J ; : 



I I ,1 > I J * L L u y f :i ^ d f i /J tiX* t> e i! 

^re^jci ig youu p-irs^aal data ahea 



your own head , is Li; 



)0B 5ti:LE:riOl^W#R!!CSHEEr 2.3 - JOB 
,ou coiupl L,ij >i L iia ](j^jt>.. fit c«rtlfaia:3 nearly all tin 
lafonudlJoii yoii need in i> ; . i .ji^ /oml* peieionai data sl>eejt . You may h 
additiotial lnfo»in^tiun yo i wece uuable to list in the limited spac^^n 

Liic worksliueL . 



pe 



A.I cal i V 



at.. 

aia 1 



da( cx 



,11 1 1 



.,i 1 i L.,iii..»lw /v>U i.cin iiu«^ i ii picpulltV^ 

c toi ui .1 I reaeuLe,! hei.e ii^ uaod because it 
I, jctattii.j- ond i n L eii 1 1 uu a 11 y not f aucy . ^o,. 



»ld uici a diffciCiut r"v>. I.:, J 1)1 /will pefd^aial daLa aliaeL if yuu wldli 



Wi 1 1 I 



theft 



. J 1 la L a Jiei^^it a tu look or 
^.onv.. uL it>fta 1 L .aiue .a 



li. 1 I 1 .. .» » 1 i. . .. . » Iv. 

p £ t: |. ai I )ii ^ youL i>ei£iwu I Juij tilic. 

aS^ ^TNTERES I o ^ REF EpNC . " \ he . 
LreatGdi aa £iei> ,i;at.e pei aut, .1 Dlie<:l. 



^gitttii and 
oi'i^aL 

— ( 

bkj i;ottSi n:iej for 1 ilu-ion wi.eti 

HE/iiDlUG, P SIT lOli ^ESIKEI), ^Eljaouj, 
EXPERIEuCE , "EDUcjTTSN , ACnvfflES' 
eight basic pieces of infoimatlon are 
<.li .n:^ 1« ^t foimat picbi^nte, 



h c I c . :lh>w . \/ u L 

DO ^. t i . , . Ui «> 1. c \/ ■ 
• t 

.in a ^ . o ( 1 « 



,..iu r I h I , 

./111 1 , 1 <. i It 

. / i . > 111 I f I . ( 1 



lut 



I Iw. ^.otild h, ^; I iii-sed Itu o fewet 



Ill y ^ ' 1 1 • < • 1 £^ c . 

It)., toll ot; 



t^^ 1 unat 1 . ,u£j 



. Poi:8on» having a one-pnge porsonJl data sheet may 9l,inply list tjie 
* joff desired as the heading and list; their name in the PERSONAL INFORMATION 
• j^^ction — ^his format would eliminate the next section, POSITION DESIRED , 
and savQ 9pace . ^ ^ ' 



1- 



JO DELANO JOHNSON 




!v sWsn 
ippiV^g. 



HTION DESIRfeD /.^this Is simply listing the job £or which you 
are appl^g.^ If you want to be considerad for a group^ of related jobs 
rather .than one^specific job, you could^ list tj^ broad bccupational 
heading which covers the Jobs .you are seeking. This second strategy 
.should be used if- the exact title for your desired- job changes from 
employer to employer. 



POSITION DESIRED: 



or 



POSITION DESIRED IN: 



Salesperson 



Sales and Distribution 




^3; PERSONAL INFORMATION . This sect4on can^ contain, as much' personal 
information as you wish to provide., In this example, the only infotmation 
listed^fs Che^ person 's^birthdfte;- address^ t;elephbne number and sotial 
security number: Providing additional lufp^tnaetpn, can be risky. It 
may help or hurt your chances depending orv hW individual enmldy^s 
.interpret and dse. this in format ion-^-screening in or sqreenjrffg out 
applicants. If y>)u think it .will, increase your chances , ..ytiu could flist 
^ iriformation ^uch as^^Toor ethnic background, religion, marital statoS and 
dependents, health ,^'^Tr^Tgh^t an weight. BE .CAUTIOUS IN PROVIOING ANY 
.NON-ESSENTIAL INFORMATION' ^ ' ^ - - • 




PERS^NAG ' INFORMATION ; [ 
Dar^ of Birth: 
. Residen'fe: 

€;|Te^ephone : 

Socia'f Secu»rity Number: 



May 25, 1959 

1832 Tinley Avenue 
Micropolis , MinViesota 

^12-901-7777 

782-12-33A6 



55999 




4. JOB-RELATED SKILLS. Hero you will provide information coficerning 
any of. your skillsT abilities or aptitudes that relate to your ability to 
-perform on the job. List only those Job-related skills that can be 
backed up with concrete evidence such as grades, awards r promotions , and 
tlht scores. Aptitudes are skills that a person has not yet used or 
demonstrated, but is supposed to have or can learn veny easily. Y®ur 
aptitudes or potential may be one of your biggest selling points, but 
they are hard . to prove. , If you pannpt provide evidence or indicators of 
your job-related skills,* then perhaps you should omit this section. 
However, this section is usually the section that most impresses 
employers. Use your "JOB QUAUIFICATIONS" worksheet in writing this 
Section. . ' \. ' 




JOB-RELATED SKILLS: 




. Comihunicaf ion Skills; 



Ability to Learn: 



Top sales (part-ti^e) in current position 

Regional finalist in Junior Aiirfflevement 
"Salesperson of the Year" competition N^i^ 

A average in distributive education courses 

Member of Central High Debate Club 

B in Speech I* • - 

Printipal's Honor Roll 

Will graduate in top half , of* class 



WORK EXPERT EN 



ERIENCE . In this section, you should list your related 
past work e^per^encfijl^ vDo/t limit yourself to paid . jobs. Work experi- 
ences' also include any s\dnificant positions in sbhoolr organizations or 
clubs, ^volunteer or churcl) experiences , .and job training programs. Work 
experience is normally th^ most critical section in 'a personal data 
sheet, 'but most employers won't' expect recent h-igh school leavers tb "have 
c6nsiderable work experience. Xf you don't have any related past work 
ej(periences, you:co*ld omit this section.. Howeyer,- it uright be better 
jJi list Qther. significant work experiences where you did well 4- Doing 
^is Will show you've ^d some previous work experience where you have 
develpped skills' and good work habits which will perhaps apply also to/ 
•this jab. ^ ^ i 

^ . ? - . , . rr- 

In listi^ng work experiences, start w^ your mostw^ecent or 
present work exp^brierice and work back tq your first sitgnif icant or 
felate<3 work expedience . For each work experience, yDu should provide 
•the dates cKf\mployment , title of the position held, employer ' ^ oi; 
• cpjnpany''s name and address, duties of the job, and any significant \ 



O J 



achievements. Be specific and brief in 1: 
Again, your "JOB QUALIFICATIONS", worksheet 
wiriting this section. ^ 




ing this information, 
ij^l provide assistance in 




WORK . EXPERIENCE ; 
5/76 to 8/76 
Position; 
Employer: 



Supervisor: 
Duties : 

4 

Achirevements : 

■ <5 

9/75 to 5/76 

^osit^i^t)^ 
Employer : 

Supervisor; 
Duties.: 

, Achievements: 



Sales Clerk (full-time) ' 

"^J. C; Perkins Department Store 
100 Deadwbod Mall ^ . \ 

St. Pall, Minnesota 55998 

Raymond Cardin, Assistant Store Managej 

Retail sales of clo_thing, home furnishings, 
landscape supplies, and stationery products 

Letter of Commendation from store manager** 
for o^utstanding work performance, top sales 
of summer employees 

Vice-President of Sales 

Write-On Company (a Junior Achievement 
Company) ' 

Gloria {\Jittam, Company Sponsor . 

Door-to-door sales of company made products, 
^training of sales personnel 

Organized one day Sales Expositi/)n which 
produced over $500 in sales- 



6. EDUCATION . If ^ou have very littltSwork experience, you may be 
able to sub^titute^ education for work experiencfe-'-if you did well in 
school AND if the *job require^e^Ps emphasise educational or scholastic 
abilities. If you did not do well in school orVf thfe job only requires 
the very basic educational qualificat ions . (complet ion 6f primary school) 
^you would give only the basic educational information: name and address 
of highe55t level of school completed, graduation date (or expected date), 
and a list of i:elated • courses (if any).. If you can* subst itute education 
for work experience, you would expand th^s section. In this* case, you 
could provide additional information such as yoHrj)verall average, grades 
in; job related courses, and any scholastic achievements or awards. This 
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example is prepared for th^" situation where scholastic abilities £re- 
sojnewhat important., the person's work experience and educational 
qualifications are fairly good. 




High School: 



Graduation Date: 
Special Courses: 

* Achievements: 



Overall Average: 



Central HigTi School 
500 - 1st Street No. 
Micropolis, Minnesota 55989 

May 31, 1977 

Distributive Education I and II, Business^ 
Math I and II, Speech I 

Principal 's Honor Roll, elected Treasurer 
of D.Ek"C.A., perfect attendance record 



• • 7. ACTIVITIES AND INTERESTS . Some persons don't treat this. Wnd 
of information ,af '^a separate section but pl^ce it in other sections, 
usually the PERSONAL INFORMATION and EDUCATION sections.^ While often 
appropriate, this approach may^ encourage you to put in other npn-essential 
information which might hurt your chances of getting a job interview or / 
offer. ' ^ \ 

Employers are usually very iW^erested in the.^hobbies, activities, 
interests or organizations of a poC\^ntlal employe^^ecause these may 
affect your performance on fhe job or suggest worE activities you will 
enjoy. It is almost always to your benefit to list arty sparts or organiza- 
tions, especially those where you held offices or specia-3r^o sit ions . These 
activities can sugges^ leadership potential, physical fitness, and your 
ability to get along I'nd work with others. Be careful in listing your 
inte'restst--they may help but ^Iso may hurt your chances. If yoi4 must work 
with people, avoid listing to^ many "lontr" activities. 



ACTIVITIES AND INTERESTS : 
Organizations : 

Sports : 
Interests : 



Junior Achievement, D.E.C.A., Central 
High Debate Club 

Tennis , basketball , skiing 

Play piano and sing, camping, C.B. radio 



8. REFERENCES . In this section, you' will identify persons who'will 
verify 'your qualifications and good character to employers. Before ' ^ 
iMting persons as references, be sure to ask thetr permission to list ^ 
tb^r names. Al§o be sure you can give their correct titles, work address' 
and telephone number. These persons may even -be willing to write a 
"letter of reference/recommendation" which can be attachecf^to your personal 
data sheet. In listing the information on each reference, be sure fcT 
ldef\tify the person's relationship to you. This tells the employer how 
well this persdn knows ydii and. what credence to give this referente. iV 
your personal data sheeit can be completed, on one page by not listing 
references, you may want to eliminate listing references. Instead, you 
would writ;e, "References available up^n^^e quest . " 




REFERENCES 



Mr. Raymond Cardin 
Assistant Store* Manager 
J. C. Perkins Department Store 
100 Deadwood Mall 
St. Paul, MN 55998 
Telephone : 612-903-1100 
Relationship : Sup'ervisor 





\ 



v^Ms, , Gloria Wittam ^ 

nrict Sales Manager % 
2^ Corporation • 
P.p. Box 79 

St. Pall, MN 55995 m ' 

Telephone: ^12-881-3569 % 
Relationship : J . A. Sponsor 

Mr. Charle^Tibble 
Distributive] Education Coordinator 
Central Hig^School ^ 
500 - Is't ^^Str^^N 
Micropolis, MN 36989 
Tel epj^n e : 61 2- 3 1^-7 7 51 
Rel^ianship: Instru^tar-> 



Now that 'you have received a point-by-point description and 
explanation of the information to^be included in a personal ,data sheet, 
you are ready to complete your ^rsonal data sheet. On the next page 
is a list of steps and key points^' to use in preparing your personal 
data sheet. ^ 
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Steps , * 

1. Complete "JOB^SELECTION WORK- 
' SHEET* 2. 3 - JOB'OUALIFICATIONS" 
and other preparations. 



J- 



la. 



lb,. 

Id. 
le. 



, Key Points 
c 

If ^^you selected your job 
through the methods recommended 
in the MODULE 1, you hav|| 
alrefady completed this work- 
sjieet and are at least minimal- 
ly quali^ed for this jc^. 
Review your worksheet and add 
any neW* evidence of qualifica-"^ 
tionsy 

If you have not completed the 
selection activities in 
MODl^fc& 1 J do so now, * 

Review the purposed of a * 
personal data sheet. 

Decide on a format or style. 



Review the given example/ and 
the guidelines provided in 
this module. 



2. Make^a draft copy. 



3^. Get some persons to crj^tique 
your draft copy. 



J 



2a. For each section, starf 

writing information from ^he 
above worksheet. 

2b. Be precise and*brief. No 
unnecessary words ^ 

2cT Use action or descriptive 
words . 

2d. Spelling must be perfect. Use 
a dictionary. 

2e. Bfe consistent in your format: 
margins , spacing, indention , 
capitalizations, numbering. 

2f. This is/y^t. first draft. 
• - - J^attt/e e3q?^9tr lt to^ be. your 

final cop^^ - ' '"^ 

■ . \ ' ■ , , 

3a. Before showing your draft copy 
to others, double check it 
yourself and make any changes 
necessary. 

3b. Seek out persons who know you 
well (and can be honest with ^ 
you) , iSnow Something about the 
- iob d^ired, and kndV liow to 
' prepare a good resume or 
rsonal data sheet. 



EKLC 
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Steps 



(Continued) 



3c, 



3d, 



^e. 



3f . 



3g. 



Key Points 

Give readers a xerox copy of 
your draft, so they iban notfe 
suggested changes' or corrections 
directly on the copy. 

Asl? readers to look for unclear 
«r unnecessary Inf ormatiipn j 
unconvincing qualification 
evldetice or Indlcatbr, spelling 
errors , Inconsistencies poor 
organization and ways^to ^ 
shorten it 



I 



Tell readers to be honest and 
critical. They should feel 
free to write on the draft 
copy. 

Set up a time t,o meet and 
discuss their reactions, 
comments and suggestions. ^ 

'Don\t forget to thank the . 
readers — regardless of th^ir 
comments . 



Modify . draft copy. 



Type the final copy. 



4a. Objectively evaluate the 

temarks and suggestions of 
the readers. 

Ab. Make the necessary structural, 
informational and grammatical 
changes. Do not let your 
"ego" oir pride prevent you 
fcom making needed revisions. 

Sa. Your finished personal data 
sheet must be typed. If- you 
, do not type, ask someone to 
type it for you — EVEN IF IT 
J COSTS MONEY. 

5b. Be^ sure th^ typewriter used 
is clean and is in good 
condition. A new ribbon is. 
best. 

5c. Use dnly high quality bond 
paper. White for the pro- 
fessional look, colored for 
the creative look. ^ / 



J 
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A 

Steps 

Proofread the final copy and 
re- type if necessary. 




Make "Copies of 
personal data s 



Key Points 

6a. Get original readers to pro^?^ 
read the final typed copy, 
y Don't rely only on the typist 
\ and yourself. 

6b.* One or two minor mistakes 
(misspelled words) can be^ 
corrected, if done neatly. 

6c. If there are other changes or 
mist€ikes (elimination of 
certain items , change in 
structure, mapy *'typo ' s*')* 

V the final copy should be ;:e- 
typed. If you're payingf for 
the typipg, agree on the needed 
quality before the typing starts 

6d. Remember,' f poorly prepared 
personal data sheet is worse 
tha^i'nonel It will create a 
bad first impression. 

7a. In making copies, yot^can 
^ use a printing or offl-set 
process or even a quality * 
photo-copy process. ^ - 

7b. Check, in your local "Yellow 
Pages** under the headings of 
"Copying and Duplicating 
Services," "Photo-Copying" and 
"Printing," for the loca^ 
tions of the services closest 
to you. 

Check the prices for the 
different processes. Try to 
get ^he best quality for the 
best price. The more 
copies, the cheaper the rate. 

7d, Examine the first copies for 
blurs, smears, black marks ^ 
etc. Change processes if 
the quality is poor. 

7e. Be sure to make enough copies. 
A second run is usually much 
more expensive than one run 
with extra copies. Make at 
least 20 copiesrT^ If you plan 
to use a mailing campaign*, this 
minimum will need to be 
increased. 



/ ' 

'7c. 
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^/ How Do I Use My Personal Data Shfeet?' ^ 

Once you have prepared your personal data sheet and have made copies 
of it, your_next task is to get your personal data sheet into the hands 
of employers, and other persons who can help you locate job opportunlt^s . 
You cSa distribute your personal data sheet by personal delivery, or 
mailing. Eioth approaches will be brie*iy' explained . Primary* focus will be 
given to the mailing approach because it i.s potentially a very useful 
approach. Also, this method is not well understood or even used by many 
job seekers. ^ ' 

The fi^t approach, personally delivering your personal data sheet, 
±& probably the most frequently used* method of distributing' personal data 
sheets. This method is definitely the one to use in contacting those 
per^ns you feel may be able to help* y^ locate job opportunities. 
Personally giving these persons your personal data sheet allows you ^nd 
tWese persons an opportunity to discuss your situation and exchange 
iTif ormsttion. These people may want you to elaborate on your qualifica- 
. tions, jlimitations , important needs, and what; you expect from* them. 
This approach will provide you with more detailed information *on job - - 
opportunities than other approaches^ however, it ^also requirefe more t^ime 
on lyou ^ part than needed for other approaches. _ 

Many people present their personal data sheets to employers iiuring 
the actual application process.- This will impress the employers and, if - 
you're -lucky, your personal data sheet can even be substituted for the 
appli<J:ation form. This method of distributing a personal data sheet to" 
employers works ^ b^ut what about the employers you don't get around to ^ 
contacting? Since you obviously can't knpck on gvery employer's door^ will 
you just write off these employers and their possible job opportunities? 
Hopefully not, if you really want the be^ possible job. 

Tl)e solution to the dilemma above is using the second approach, 
mailing. ^Mailir^g a personal data sheet with a cover-letter to explafn 
why you^are sending it is clearly an ideal method 'of contacting employers 
about job opportunities. In th^faLlong run, a mailing .campaign can save 
'both you and employers time ef f oVt and expense. Many people feel a mail 
campaign is strictly for executives and prbfession^ti^ : Why do you think 
these people use this approach? Because it works,! ^^ailing does require 
some additional work and planning on your part, but it is well worth the 
effort. This extra work caa^actually save you money (less gas or bus 
fare spent on visiting the wrong employers) ^and" can give you much more 
freedom and flexibility in your job search. 

In mailing your 'personal data gheet to employers, there are some 
criticA^;;^ points you should keep in mind. The first point to consider is 
the' scheduling or timing of your mailing campaign. Your persorlal data 
sheet, should be mailed out a_t least one manth before you need to start 
working. If you don't give yourself this month, you may not have time to 

; foft.ow up oja^all of your 'mailings . This lead time is especially important 
If you indicated in yoi^r cover letters that you woul^d wait for employers 

»to contact^you. The b^ig a^vanta^ of mailing is the flexibility it wil^' 
give you in searching for a job. By mailing out your personal data sheet 




before you actually sfart searching, you can check oi^t various Sources of 
jo]t> opportunities whil?e# you are waiting fo^ enjployer responses or before, 
you start folTowing up on your mailing. ' ^ 

Another key point in mailing is developing a sufficiently large 
list ot employers to whom you will mail your personal data sheets. YcUif 
listing does not hav^ to include every employer in town, but should include 
jnore than the two or three employers you may already know'. Remember, the 
fewer employers yoi> originally contact, the fewer job interviews or offers 
you can possibly receive. Since there is no guarantee that any of the 
contacted employers will have any job openings at the time- you contact 
them, we recommend that you mail yout persor^al data sheet to 'at le^st 
ten ' employers. If unusual, circufnstances exist in your c^e (yo-ur job 
qualifications are J-imifed many people are looking for the same job), 
you will want to mail ^out personal data sHeets to Sore than ten employers, 
perhat)S twenty-five employers. 

Mailing to at, least ten employers will help insure your chances of 
receiving 'more than one job interview or offer. Not all empl^oyers 
respondiijg to your personal data sheet will aSk that you visit them. Some 
will politely respond that there are no current openings and that you will 
be contacted should any openings occur. You could assume that emplcryers 
not responding are not interested; however, a quick follow-up phone call 
may prove this assumption wrong. They may siinply have filed your personal 
data sheet. " ^ 

A final point to consider in mailing' (or any type of employer contact) 
is identifying the best person in each comi^any to>receive your personal 
date sheet. * Too often people send their personal data sheets to no one 
in particular, but rather just put "ATTN: Per^/nnel" on ^he envelope and 
address, the cover letter as "To 'Whom It May Cbnfoern". Yoii can't expect 
the same special consideration from a personnel vorjcer that y^ might be 
able to^et from a person who is responsible for the job you are seeking 
and who doesn ' t' normally • receive "letters of application'* from job seekers. 
Supervisors, managers and even top executives may be very impre^ssed by your 
initiative and even flattered that you chose contact them.- So, we, 
recommend that you try to find out who the best contact person is far . 
each of your listed companies or employers.. ' ^ 

There are many ways of identifying ijho yOur best employer contacts 
will be. The people helping you 'locate job opportunities will probably 
be able to suggest appropriate contact persons, and may even be willing to 
arrange for you to meet with t;fiese persons to discuss employment . 
possibilities. In this case yoq must decide w^hether to first^ mail a 
personal data sheet or just bring one to the nieeting. 

. Another way to identify ,these contact persdr^Svis to telephone the . 
company and ask for the name of the person vhp^s in charge of. the job 
area ybu "want. The Yeaeptionist or telephoiSte^perator may try to transfer 
you to the personnel department. If you are transferred to personnel, 
re-state your question. Be prepared to be told that you fehbuld apply 
strictly with their department. Be polite, but' firm. Maybe you^can send 



your personal data sheet to both the personnel department a^d the person 
In charge of your job area. However, if the personnel department i? hot 
cooperative, just mail your personal d^ta sheet ta them. They may not ^ 
give you special consi<^eration , but they will consider ^oy and do so fairly. 

A final method for identifying employer contacts is using business 
directories/listings at .your public library. These directories will be 
especially helpful ±i you are interested in the lat'ger companies or if you 
want to send your personal data sheet to the top executives-* Some people 
think sending one's personal data shept. to the company president is the ' ' 
only way to go. These directories usually list the top company officers, 
their titles, branch office ^cations and' telephone numbers, and a brief 
description^ of the company's products or services. You could consult with 
the librarian in selecting the most use ful . directories for' your purposes. 

How Do I Prepare A Cover Letter For My Personal Data Sheet? 

When mailing out your personal data sheet to employers, you catinot 
send it out without/some explanation. What would you do if you received 
someone's personal da'ta sheet without any explanations? So would an 
employer. Cover letters must tell the readers who you are and why they 
are receiving your personal data sheet. • 

' Two examples of cover letters are provided on the next two pages. 
The first c^)ver letter (block style) uses a very assertive approach, while 
the second example (indented style) uses a modest app<;^ch. Presently, 
the block style is most frequently used in business. Some employers are 
not impressed with the assertive approach. However, this approach is still 
a^ropriate for many employers and ^certain kinds of jobs. 

A cov^ letter i/s^a brief business letter which has three primary ^ 
goals. It yiust get the reader's attention and develop interest in you. It 
must introduce your personal data sheet. Finally, it requests. a job 
interview. These three gQ,als are usually* writ ten in three separate 
paragraphs, each con^^isting of no more than three or four sentences. 

Your cover letter must create interest. The first two sentences should 
make the reader want to read further. Frequently, these sentences are 
used to present one's qualifications and state the job desired. These 
sentences should point out your potential value' to the 'company without 
appearing conceited and should also contain the company's name. Two \ ' 
examples of possible first paragraphs are: - > ' 



in all re- 



'Controlling shoplifting is a vital conc(^ 
^tailers including Watts. Use my unusual experjiences and talents 
to decrease your losses and increase your proflits, 



or 



*'Ef^jfpi:g^ secretaries are increasingly ^ 

hard to/fi'ntj. ^ r enjoy secretarial work and my recent completion, 
Qf-4;;4^ "Model Office" progijam at St. Pall High School qualifies 
me for. the 'available secretarial position at Huberts." 



Example 1- (Block StyXe/As^ertive Approach) 




1832 Finley Avenue 
Micropolis, Minnesota 55999 
April 1, 1977 " 



/ 



Ms. Jan Buck ^ ^ 

Sales Manager 

Davis and Frazier 

440 Crystal Avenue 

St. Paul, Minnesota 551135 

Dear Ms. Buck: . * * ' " 

Would you like ta increase sales volume and profits? Put my sales 
experience and abilities to work foi*. Davis and'Frazier by taking on 
a young, ambitious person ready and;able to sell your products. 

The enclosed personal data sheet presents my^ qualif icat ions--|in 
detail. 

I will call within the week to schedule an interview appointment. 



Yours truly, 
* . 

Jo D. Johnson 



"Enclosure - <• 



« 



Example 2 (Indented Style/Modest Approach) ^ 



1832 Finley Avenue 
Micropolis, Minnesota' 55^99 
April 1, 1977 



Mr. Robert Powers 
Sales Manager 
Reynolds and Company 
7831 Fifth Ai^enue N.E. 
Minneapolis Minnesota 

Dear Mr. Powers: 



^5430 



Presentl^j^, I am looking for a career in sales and Reynolds and 
Company was recommended to me as a growing company with many 'oppor- 
tunities for persons willing to work. , ' • 

As shoyn in my attached personal data she^t , my experience 'in 
sales is quTt;e extensive compared with mo^t persons my age. 

I would appreciate an interview at your earliest convenience 
and will await your reply. My telephone hiimber is (612) 901-7777. 



6 



Sincerely , 




Jo D% Johnson 



Enclosure 



r 



Your second paragraph' shotRd introduce' your personal ^data ^pheet and 
hopefully stimulate the persbrr. t\r^d it . For Example, you co^iiXd 
write, 



. h 

' my many qua 



ave attached a personalNdafa^ sh 
ual if icc-^tioni^ for t-His jc^. ** 



cJr 




t which outlines 
r 



"As you can see'^on nry. attached personal ^dat a sheet, T 
haye had a large amount of ^art-time ancK summer employment* 
'as a stock clerk.**. 

\ 

After you have been working for a few years, ydur quali^-irrfjrions will have 
increased and likewise, the leng,t|h of your persbnal d^a sheet. Whe^a 
person's personal data sheet getfi larger than t\io pag^, this paragil^h 
in the cover letter can be expanded'to summarized or higla^ its^ 
contents. . , _ 

When requesting an interview in the third- para-graph, you may either*' 
leave the scheduling of the iriterview. entirely up Co the convenience of* 
the employer aqJ wait for a response or you can indicate that you will 
lift the -next few days to arrange for an interview at a " 



telephone with 
mut ual ly c on veni'en t t imie . 



For exan^pl^, you could write. 



'yl, would appreciate an interview at your earliest 
convenience and will await your reply cofticerning a 
convenient time and'^ate." 




f.. 



or 



•^:^ill be happy to discuss my qualifications with you^^and 
will telephone for an apix)intment within the n^^xt few days." 

The second approach is generally recommended fo^ most persons because it is 
positive and also you don't have to w/it for a response which may ne^er 



comes. ' . ' ^ . 

, This di^ussion^of preparing a cover .letter relates specifically to 
the situation^ where you are mailing out your personal data sheet to 
"employers in order to identify job opportunities. You are mailing out 
your personal data sheet uns'olicited . Another 'situation where a cover . 
letter is prepared is when you are responding to- a job opening notice or 
advertisement requesting a mailed persona> data sheet. A. cover letter 
in "this^ situation, where the pers^onal data sheet is solicited , may be, 
different* than tke on^* discussed above ^ depending on the specif 
Instructions given in the advertisement. You may be instructed To 
discuss your/ qualif icTsJiions^in light o'f any weaknesses or deficiencies, 
Also, you wijll probably be told the exact job title of the position, *" 
duties and requirements, and where and to whom your personal diata ^eet 
should, &e sent. It is crucial that you respond iipmediately ^ and /arefully 
and completely Ft^Uow any Ustod instructions. <--i^ 
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Th^e process af writing a cover .Letter is easy compared to'that of 
preparing a persorfal .data_ sheet . Perfefins familiar with business English 
--or who- do regular bus-iiiess. correSpcyi'dSnce can-helo^you write this letter 
Once yotff have decided- Qn the bept styl^ and apprjK^ch for you,.you can use 
the same basic form for all of your .le.fters . Vou could even use the same 
Ijiasic letter, just inserting t^ cofnpany<Npameg- where appropriate. 

Most of the steps and key poii^ts used in writing your personal data 
sheet can be used here. Write a draft cover letter in pencil and have it 
read by someone who can judge its content', organization ^ le^p^h =,riri 

' i ' L ■■ I ■ : i,.,l.:.ng ;., , : ,ir; ' 1 1; 15, ■ li,, '| 

I :ii 1 ; 1 ; an ojii , ; . j • 4:1,. ;|, < , ,p; , , •.•' vrlici' u5 ] 
y*ui iMl;c ; ( < ;:a ! 1 ( (M:., If;,,, ,;, lariiili:,^ ; s ; . , v( av6 raj » . 
write tl ( s . . «M t (?r.«f i<,l her thai bul: r;6i.tr(i,i d si essierti 

B«fci6 mailing, remember tc sijn jour nairit; to e^h original 
Sure to keep a copy of each letter sent for your ovm personal r^c , 
Attach your persona-1 data sheet behind the cover letter with a' pa 
Use white, legal; size envelopes for your mailing. The addressing t 
envelopes should be as neat (typed) as the letter and^.rsonal data . 
sheet. The address on the envelope should be ident ica|ito the insid; 
address. Lastly, be sure yo.ur return address and corrd'cf .postage is on 
all envelopes. - , . ■ 



A 



MODULES 
SE/fRCHING F^R JOB OPPORTUNITIES 



I yo ' .lav 

in J J :.i i.. 1 on oil j ,>t- i: 

riva i J dbl c w» Will 

tlOW to ru». y.v>ur aodt, 

of ]ob wp^ortuniL ifes w» 
cfrt-. Lively liric these : 

lt> JcveK>piii^ Vv.ur owi. 
dllJ will pl:A>vldt: ^Gli LL 

; 




/oif hav,e carefully ^leopbxl a jol> 
jud data stteet . VouSfioula. uow 
B ui aoy iea^ds, i>os£ilbllitles and 
erf th^lJ^ aT^ fiitlier currently 

In this tnodjj le, you will leutn 
i 1 1 ico . ,Onfc» ImporLaiit step In 
1 in idciuiWiag which or the poasitle ooui...... 

1 - lu ai iiisef il for yoti anJ knowing how to 

Ai»other -ttrp in .unnltig a su^:ces..ful i.c.i* 
jL.l.ai.ir sear^i. attuLegy, .jne that Ife redli^.tK; 

J::allcJ job. 



1 



What Ar^ My Best* Soiirces Of Job Opportunities And Hdw Should I Use iThem? 

It's not always the smartest- approach fco immediately start telephoning 
or knocking on Xhe doors .of employers looking fpr Job- opportunities , Even- 
tually this method of job sea^chtog will lead Co job offers, but how many 
deadends will you have to f^e b#ore you finally get your first job offer? 
Probabiy quite a few, unless you have qualifications emptoyers cannot refuse 

r hcv( 



To rediRH- the numbtT of deadonds 



art* a number of available sources 
^r\r- '^t- a^ ^ oh o OHO 1^ t" ^ > ^1,1 f i.p . Mos t 
fi I . 1 !; I : L : I u 1 5 i I u f 
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li i i 



>m,iiLi)yeirs,^ school i^r.aM , fir l^i mIIi 
iinl i:ai3ual acquaintances - * 

ata, :/KjKit achool and counaellnig/p 
tte.ai agencies, civil service 
lorn iialls. 



new^ 1 e L L e . Li , L 



J , L t taJci / laUab Lk y mu^.A ^ I i,icia Or 

ii'.i pi.oqe "Yellow Pa^^es business 
bulletin boards, window displays. 



w ,,.eiuly ua<.d by job aeeudi be aca<;ribed. For eact> , advautagci^ 

and 'disadVauLc*g^a will be lisi^.J .nu r^cummeriS*atluua will Be given jon hww 
Lo ube Lbiji aoar^v. . ' Tt.e i ivc niu./ty sources are: 



This source of job opportunities is your own personal gold mine ^» one 
that no other person hias acces;^to. These people can tell you about job 
opportunities that h^ve not yet been listed with :any other source^' ('^Help 
Wanted'' ads, wiaflow displays, placement agencies or servic-^^ . Thrpugh 
these people, you can even learn of job oppoif tunities that ^re still de- ^ 
veloping on pap^r or in ^n employer's helfe. •'For these reasons, many job 
seekers use this source as their primary Source of job opportunities.- 
Studies on the job search show this source of "jpb opportunities to be the 
most productive of all sources. ' Hoht of the people' who used a variety of 
iob opportunity sources indicated that thev obtained thplr nrp.qpnr. inh 



, nowhere. 



AuC Liitii i.iM « 1 1 
They ma;y Itaou ti Jtt, ; >i i 
try tp persuade yj^y j >>i ) 
friends who reaily w iai 
ideal for your f rl^a , i; ot 
you. DonH throw ouc > c u? 
offejLlng a "^ood JeaJ.'"' 
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fOXX. 



•by 



n' t lieaq .ih^ il i iwlll be jld^al or even good fMjt' 
oil^lnajll^ jol Biijt^ctioia j)aist ' because someone is 



Th^ ^act tfiat a j&b is 



lu v.<i44l a L i Liicuv> i,^ sure to gives LiieUk OOp i ^^t ys^Mf 

,ual data aheejj^. ) IflhaeJidtely f,,llow up on aiiy concrete ie^a^. 
twice bptoct: . iiccking init ^'l«>ufe-9hot£* . Re|^embe!r, th^r^ ^pe ptjliei 
you can use ' ^" * _ l 



Hlnni 



Li-Li 



Hiuta a wid6 vAr.ety of job services . ailfible, at u.. cwst, to iob scekArifi 

aiKi eu4pioy,..L6 in Li.c L*LaL M.B.S has branch otfl,,es Ltiipufc^hput the ^taL^. 
Immediately L^.lou is d <.utt.*.L llaitng wf these biaiicli offices */ith in^lr 

addtcSSeci ci..d lui«.pii,,u, ti(Aii.bc;L , 
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31C N.W. Third St. 
>«2sabi Mall 
135 Shady Oak Road S. 
420 E. Main S^C . 
1221 E. Kourch Ave. 
3A4 Third -St. 

I 




1 I 



Souchalde 



309 Sie^KC i| a \ 
9100 li^, llxm^ . I 
20^ Tr4i>eL>i:rs Ch 
736Z Unlversit f 

1315 Peim Ave. N 
2932 CUlc^j&o i)yc. 



326-6669 
263-3644 i 
935-35/1 
. 427-i)440^{ 
445-7330 I 
283-26^*1 




St 



Stillwater 



I5f8 University Ave. 
14625 S. Robert 'Trail\ 
2 809 N. Hamiine Ave. 

Skyway liuil'ding 
450^outhview Blvd. ^ 

^27 *So. Water St^ . 



645-0875 
423-3500 
631-2566 
296-7026 
455-2271 

439-6886 
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plication form. ^ .u aie aaKc to pt^mg) 1 ^te this* f pjc^ ^ 
/fl^aff per^i^ous Will L.. abic Lo yoU e f f 1 1 ve 1 y , ^ '(A fiompl et^4' 

or Lhit> f.>iiu la bU^ wn 111 u.c cXL ,,ioauics.) After completing thla pup 
you wilt be inU.tvlew. J l,y o.m, A# ^.M.fi.b, staft.l Ypur appl Iqa^ 
Joria*t^Hl bv. icvU-we.l a. .J .pptf.pi: ifiLe j yb yppor tun 1 L i es will bp aip,cM^. 
Vocational L^ciLin^ la availab^p if you det»ire and ceqaeat iL. lf| ^s>th 
and the Interviewer a. ic^c LhAL uue or lupre available jpb opppr^VVV^^^ , ,r, 
be ..ppr^.pi iat c: job ior yo^, Lfi. iuierylewei wUl call tlifc companlea an.^ 

b< tJuie to iclepboiie the U , li , ^) .^liU . , 1 . , ^^^t! 
laic *&haL l»appene4. The liUcr *455W^ti may ^ 
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■advantage to arrive at the M.E.S. office early in the mprning to avoid" any 

lines. , . . 

t ^ ' . ' • .* 

Newspaper " Help Wanted" " Ads ^^Your loca^h^wspapers have advertisements 
^,of local' jgb opportunities- Thi/ s^tion -9/ the classified ads is usuaKLy 
called^ the "Help Wanted" or " Employment OpporyuniLies" ads. ' Persons interested 
in ^sales' poCi-tlans mighx also loolcffor a "S-^Ies Opportunities" ads section. 
The "Help Wanted" ads usually provtil'e^a wide range of ..local job' opportunities 
and can give you some idea of the local tabor market condition — the worker 




jobs*requir4.ng''''s^^Be^l training or , equipment— they vdst.want your money. 
Be wary of ttife job adver tisefments that run corttinuoAsly . There is obviously 
some reason for th^ ad to run continuously. Watch out for advertisements 
with phrases or words, iuch as "Glamour Job," "Big Money," "No Experience 
Needed," "Top Pay C^'EarnStojLle You Learn,," "Excellent Learning Opportunity,' 
or "Excellent Experience." ^ead these ads carefully. There are no free 
rides!. - . 



iiQincrvrhP "HrId Wanted" ads as th.e only job opportunities source may 




-agencies. The basic fact that job seekers must reaiize about private 
"agencies is that private employment agencies ^re in the placement business 
for a livelihood. Their services ara not free. Esther you, the job seeker, 
pays for the service or the employer ' pays f or t>^ervices . The party who 
pays the agency's fee is the agency's princ ipal client . 

Obviously you can use either an agency where you pay the fe^or an 
agency whose fee is paid by an employer (FEE PAID).. Usuallj;^^^ are the 
equivalent of one month!s gross waees and po up .^O-f if t^ep^peipc^Vt '^f '^"^'^ 
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Before discussing any definite job opportunities With you,, the agertcy 
will have^you sl^ th^ir contrart. Bv si^ni^if^, vuu are d>;reeinK to all contrac 
terms. Most "FEE PAID"' contracts havt* the\ two fonowin^ clauses. The ' first 
clause usually states that if you go out ^ job interviews {provided by this 
agency, you will not make an^ individual 'employment agreements with the em- 
ployers. This ensures the agency of getting their rightful, fee . The .^econd 
clause usually states that should yoa quit before a certain time perioc^ or 
before the fee is* completely paid you will pay some portion of the fee. 6e- 



p^,er,\is|dnu 




rr 



It* you are dissatisfied or feel you have been mistreated by a certain, 
agency, file a \^itten complaint with ttie Minnesota Department of , Labor 
and Industry and the Better Business Bureau. Tliis will helg other.. job 
seekers and also help the othet . pr^iivade eraployrnent agencies 'who do provide 
good services. ^ If you -feel you received outstaading service from an 
agenqy, advertise for this agency. Recommend it to your friends. 
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Examine your qualifications objectively and aonsider the availability^ 
of 'the job. Based on the conclusions you draw, set your target number of 
job offers to be obtained bel^ore accepting #or rejecting any acceptable job 
offer, When* receiving a job offer before you reach your target number, you 
should reqaest the employer to give you time to decide (and to ^et the 
remaining number of iob offers) ► You should s tar t pj^anning how you will 
rereive all iob (iffers' in a s*hort period of time, generally one week. One 
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you i>hou;L(l alxLi* i:o i5i:iin1u 
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. H,,^ u : . 1 ). Lgii unemplojiTineat when theire ai 

nui . joi. m U. 1 » J with yourself that you 

v/e|it n» ,H . i^'*: ittioiis, especlall)^ those witlioi 

juS*P^.cc:Ui..i5 .Jill, > is'^i ice LU<:ir. job jcholcus, 

.uiiiiiiL .;tjL jmate when you need .to start 
f will .give to your job search'. The 
liuw'you go about searching and the sui... 
i:..aie' to saaich, ypu will f eel pressjured 

i 

i, ( iv/tily ^Kiai K^ii Lot Job o^>[)o t L uuii 1 

t aticirching before you tlnd tiie job 
. h.,iidi;ed houts of searching by working 
jutj otft;r appeaTs, your plan may ba<.kf;re. 
aual ^,ourself i>hysically , meiitally aiid 
Im: tioe.i tjf^'- employer £5 as laziness or a bad 
i. uiil affect' the quality of your th'liiking 
i . t.i beinti exhausted, you prabably S-houJ.i 
» ,iu,. l,,Le yo,.i job Search. By felving 
uLiu Lo ihluk ^cl«iur^ whi 1 o you are; . 
.ai. lilu,, li I i« ,< t ^ au i. diiy buying to beat^your work deadlinti 

alivl .M*y v., c.i 1 . ,>i;£. l\. ..i>i...i t..uiLies w^il emerge every -day! 

liA. .^i liii^ M. , i. iil^'' ^ ^""^ opp./rtual Ilea Uiat fa., surpas^ 
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Onl>/ you can. estimate the. targat number^'of employer contacts you will 
need to make. In discussing, a mailing campaign, ten employer mailings 
were recommended ^as a minimum number. This recommendation also applies to 
all other employer cantact methods. How far you go beypnd these ten 
minimum ^ployer cohtacts will be your decision, "i^ejrhaps / even more 
important that your actual target' number of employer contacts, is the 
fact that you have identified a minimum 1:iumbpr of employer contacts and 
willj^hopef ully commit vourself to mak.i 
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codversation, you may want to ask ^^fcerson Ifheyshc wduliS like you to ^ 
mail your personal data sheet prior ffTthe' interview,. ' This shows the 
person that you have prep^ired a personal data sheet and that .you are a serious 
iob seeker who knows what- you know. - .; ■ 

Regardless of which contacts method you use, yfcju'^'ould coJiSideV which 
employers' you want to contact ' f ir«t , Do you \,knt tb,ii«6^ after the best iob ^ 
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While Hi'a.r. hiiu.',. f'M- .1 l^h off-i.j-, v.-ur J i'rst: f.uH' to fncf conLu't 
with an amplciyor or (.-mp l.ovo r rcpreHont ai i ve may occur whun you go 
directly to tin- husinfs^ looking for imsHitjlr lob opportunities. It 
a#tio may ore ur .-ii f 1 r you ^i.wc. dt-l cnnlncnl t hat ' t iMiip 1 oye r lias fi ,\oh 
vacancy.- You may hv rcspotul fn j; to an advert Iscmucih/w i th "a pergonal • ' 
visit of yqu may be f o 1 1 ow Inj/ I hroilgh on a job r.c'lf crpa 1 , a previous 
telephone \ or Uater. -l^uxy case, the person you meet w^U fotm 
an opinion about you by evaluating, your appearance, the appearance of 
your personal drwta sheet and application foVm, your .responses to 
questions, and. your questions about the job. This first face to face 
contact win certainly affe^-l vour chance^ of i-cttin^ a job ffffef, 
I'reparat Ion is essential 

■ I'npa^r.it Ion lor a' "jnui;! i n ^ w i t. b an ■ emp 1 ij^er i's ^plcally more 
(^iffirult if vou aVe' sijctipiy o(.it looking fot^^^j^ib op.p6r t unl t ies . You. 
wlLl have loss iTmc , hav f ti^lfa rn ' about the cmploye-r or the 

husiiu'Ss. Yon in.iv .c'^^''^ y^n^i 

have , any j obn . You^ sl)^.)fi 1 cl p 

may remember yoii. fweh^ t hau^h 

Ju« ...n 1 ^ 



p repa re 



sin^'c most employers won^t- 



because favorab^ly impressed employers 
mciy rLMiifimici yv.ui, 1 ^ *-v.^. pye rfl CtXti t offer you a Job at a 

particular t ipie , they mV»v •( 1 you when- t Tie Ir next job opening occurs. 
We strongly recommend that ;i i J. M o'bV seekers prepare for their first. 
emjjAoyer contact. T^ie s^e^s '*be 1 ow. t^t Ht^e preparation activities you 
iBlijl^l c,omplete. . 




• S^t_e^\s 

about the* t^lnpl oyer ' '\^' 
,jj(company)'<»rr()m friends, private 
emplgynient age/ic.lLes , plac^merit 
.services,, businejirw d ir-eoror ies , 
at»ws»aper ^'art ic les , ancf 



company a.rinyal rppfir r.sV 




r 



'hi, 



Preprire 
■.you.' ma^^ 



bv 



a.nsw»'r (picst Lons^ 
afiked , 




\ 

In. 

lb. 
Ic. 
Id. 

le. 

IT, 

' 2a, 

2b, 



Key Points 



What- does 't.he' business product 
or do? ' " - . 

How large i^i i t ? 

Is the company growing? 

lA/fiere will y*6u WjS^fk? 



I- 

r 



Are the •company * s products and 
service^ go^ng to cont inue to 
be in' demand? * ' ' 'j ' 

"-^^he* interviewer expects you to 
(^now- some information as 
evidence of^ interest:^ 

♦ * 

Re-vlew*your peraonal data 
•s^et. ' J. - 

Study' the '"Questrions Commonly 
Asked Pot>^ntial Enjployees". 

D€(velop**your responses to these 
typical interview 'questiorts. 
HI-.S^iU^PARKD, NOT SURPRTSr:T). 



2. (Continued) 




OptMi ffided questions are 
frcqycnt^Iy asked just to give 
you an 5pt)ortunity to e?^press 
yourself. This is a ch 
fof yo1:i t.o indicate your 
:lbllit.y to think quickly. 



Qu^stlon^ Common Ly AsIjlhI Kitent l^//^^^ 



"Tell me about yourself?" 



"Wliy do you wai^t this job?" 



"What can I glo [nr you'!'' 



"Wliat do you want to be dtung 
vfive years from nowV ' ' 



"Wljat J(i*y(ni- tliLnk about lUir^ 
economic' s i t u^it ion?" and ^ ' 
related politiral quest ions. 



"What type of person was your 
.formM; employer or teacher?" 



R^teponse Approach ' 




^Prea^nt t he. 1 n f orma t ion about; ^our- 
.^.A^f?^]lf which is related to the job. you 
are seeking. Review ypur persoq;ai 
data sheet . 

Explain why you can do this job, ' 
why you like this work and what - ■ 
you hope to accomplish. 

. ^ Telt" the interviewer you are applying 
for a certain job, yc^ want to ; 

• present your qualifications and ' 
answer any questions about yourself 

Hopefully, ypu^^know whatr* you want 
to be doing. '^bility^Vo plan' ^ 
^ ahead is importaht. k^ing goal^ is 
- a d^^sirable quail ty ." • ^ 

^ 1. Be bone^'^'but -do not^o into 
detail.,* Tfie- persgn i^y he 
asking these.-qiiestipq^s-.j^^^^ ^ 
out if^you have^ exti^M^ vjf^s - 
which might affectifl^j^ pe'rf ormartc 
of the job. 

• . * ' ^ 

2. Remember you arc entitled to 

• * youn op Ln ion .* * ^ 

,^ 3. Ask the inte:jpie,wer * s opinion; ' 



1 



■ Do not make crude> slighting 



^ ^ remarks about th^person 



• 



Be as posfl 
honest . . • 



0i 

ro^er 



^as" possible , .but 



3. Blaming, pro^ems on others jan 
be a habitfr • 



Qgest ion ^ 



"What job do you want'i 



"Would you move to another 
local ton?" . . 



"Wlijast salary will you. acci^pt ?'"^ 

or "Wni $ be a * ^ 

/sat is factory starting" sSXa,ry?" 



Ind 
pro 

1 . 
* 2 . 
'3. 

/4. 



Resp oi^se Approach 

(catLv a Job or J'ob ^^^^'^ '^0.- 
ft^ronce early in the interview.. 

DIhcuss or consider th^T 
poHsibility before interviewing. 

Obtain information about t"he 
po.ssible locations . 

.Consult with family if necessary.' 

Respond appropriately or if . 
necessary ask for time to consider. 

Do not respond immediately with i 
a dollar amoutttlor, a yes or no. 

Hedge your response with 
questions concerning: 

a . Benefits — vacation , insurance , 
etc, 

b. Pay increase schedules or 
union contract statements. 

c. Advancements, etc. 



If the person pursues the salary 
issue, respond based upon 
standard salary for the job 
and your salary needs. You 
should hiave a reasonable 
estimate of salary desired. 



/'Wky did vou U\ive your la.st • 
job?" 



A. Maintain a bargaining position* 
Do not accept the first offejr 
if it 4s reason^^ple to expect 
more pay , { 

1 Indicatje-why^^u left th^ jpb: 

for example , look for a better 
' >qb, to go back to school , laid* 
off or tired, h.onest , but 

do not go into detail, ' j 



t f laid off — explain 
situ>afion : work cut 
others laid off, can return 



the 

back;i^. 



8 



i. If f ired--^xplain what happened: 
' § . you misunderstood yoiy role, 
you madie, a m\st:aV:e. , If yoii 
expect a former employer will ' 
give you aq^ unfair retommendatldn 
expl-ain your position and 
.recommend, a reference who will 

• v(?rifV it;- " 



Quest ; i on 
, "Wlien can you ■ 



m 



Ro5pon>se Approac h ^ 

1 . Be f rank and flexible . Allow ' " 
yourself time tc5 seek^and/o.r o 

.cdrisider other jobs. 

2, If you must give notice to a 
current employ^ or^are 
completing school, explain your 
s 1 tqat Ion . * ' . ' . . 

^3. Perhaps, you can start working 
paPt-t ime . 



Other cjuest ions vqii m.iv hv as1<ecl : 



Kvi d onee ()_f Interests (Ulu 



Than W^^k 



(leasp 



yon I i kL» to- t ravel ? ' , '* 

How 'do yon usual Iv spi'nd Snnd/iys? 
Do yon [)ar t i o i [)a t c in spc^rt s? Observe? 
Wliat types of litL'r.itnrr dn yon read? 
How do yon speh'd your.s'pare time*?' (hoSf)ies) 
^u\t high sr}u)ol snbiL«('ts did yon like* hestj-?- 
\'J\\at ext rap nrrirnl ar orfire have you h^-^d? 

uJen£e' ()_r fjm'jest in Tlus Job or- Occ upation 

When xWd yon deoich^ to look -for thiB. type of work? 
How do yon plani^to become a i)L'tter employee?' 
Do you havo ai,i y ^t ra i n i n v-. f(^r this j'ob? 
Wl;iy. did von take vooa t i ona'l elassrs? 



Why? 



Wliat c-fiaraeter i St i c s .irL* needi'd 
■ Wliat will- this jof) do for von? ' 
M>/hat .jo^5 have vnu cMijoyed most? 



to be sncressfnl' in this 



l^]^ " y^-" 0 '?P f ' ^ t t_U 1 1 d e_s 



Hc^w mnrh money d(^ von hope to eafn 'le'age 30? 
'What determines a person's progress in a good company? 
Cart von take i n s t r no t i ons /n.^i L ic ism withont feeling upset? 
Mio^^long do yon ex[)L'( t to work? • ' , 

Wp^ are the disadvantages Cadvan-tages) of yo-ur chosen' fiel4?, 
DA you think^ that grades shonld be. considered by employers? VJhy or why 
What have yon doiiL' wfiich shows initiative and., willingness to work? 
Will you W(*)rk (wertimt'? ' ' 

What type of people do von f ind .it; di fUcul t to^ork with? 
Do y(Mi prefer to W(^rk alonv? • 
Wliat would an ideal .snpetvlsor dn.'^ 



not? 



j.:^-^^^^ do To keep physicaUy fit' 

Do, you like' rogula rnwork^;honrs ? ■ * 



EKLC 
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PetsonaV Questions 



Note: Soma, if not all, of the questions listed here may be technically 
illegal sinct^they probably nrd not directly related to the job you *re 
•tryinR to obtain. You may wiAh to consider them as though they are 
simply asked. to encourage the doveloptnent of an informal atmpsphere. If 
they appear to be asked as the basis for flection of employees, you 
need t;^ consider: (1) whether or not your answers h^lp or iiurt 

your chances of ^^etting the^ job offer, (2) the risks in -answering the 
questions and then asking t^Te person how this in format ion' relates to 
the lob, (3) the risks yoU t^ike by not answering the .ques t ions or by \^ 
partially answering them, and (A) the moral dilemmas creat^ed by providing, 
answers to illegal questions in order to. get a job. Rather ^^^^Xf^^^"^ 
questions untruthfully, contact the Minnesota' Department of HumarWi^hts ^ 
If vQj^rsuspect .i llegal- d Iscr Iminat ion , ' . 

Are you married? . * ^ ^ - * 

Do you have a boy/girl friend? " . - ' 

What are your parents occupations? . " . 

Did you have a hAppy home, life? ' ' ^ - . 

Wlu) are your^bc^st 4"rifndK? . ^ ^ . - * 

Do you own any 14 fe insurance? ' « 

Have you sailed any money? ^ , . 
Do you have any debts? . ■ . ^ ^ 

How old were you when you became st 1 f-support ing . 
Wlmt is your ma j cmt weaknesj??. 
^ffll you fight, to get ahead? 



friends? 



How often do you ^ent,e rt a in 
To what extend do yo.u use liquor or drugs? 
ever .bee^ arrested? 



'Have: you 



St 



4^ 



Points 



, 3, Develop a 1 ist of 
/ ^u need answered 



questions 
about 



3a. These questions, when 



answe red , 
will help you decide' whether 

o f f er 



to accept or reject^ ar job 

3b. Can this- job m^et J-^y^r 

important job needs? Review 
• -y/ur iApdrtant job needs. 

3c". Ycyur^ues.t ions should, not 

offend the* in t e'rvieweip^. See 
''Example Questions You Want 
Answered" . ' . 



Example Questions' You Want Aigswered 
Will l\have, an. immediate s^.afvisor? • Wluit is my supervisor's posit ionV t it le 
Will. 4 be soipqrvising other" persons? How many^ (This question probably 
wili- not be/:^appropr^te for entry level jobs.) ^ . ,/ - 



Jili^I.-^e working individual 1 
working? 



.... .^v. 

y or c-vs' pJar^ of ^a team? With whom wilL T ' 



Wlicro wlll'I b(» working',? (If the busintvss Ih'is multiple buildings .or 
locations, this i,^)*:!!! app rop r In t r cj ufs f Ion . ) ^ * ^ . " 

Wiil T have different tasks to perform? 



Will I hii working in one o f f N*l' /p 1 an t area or will 
the work area? 

Will I be asked to makr deeisioiis on my own? 

How are people se 1 ec*t ed • f or promot ion ot ad vanc^emen t ? 
most ©f vouT (Job titliO btu-n with voiir firm? 



he moving about in 



How lon^ have 



Will T have the opportunitv to make sug^ost ions about work procedures' or 
participate in problom sd IV i n vv ac t i v i t i es ? 



Uni;.it ho\,ir^ wi 1 1 I 



Mk i I) i.', .' ^ Ihuv'^ilo --ihifts ri^ato? l-'riiiy;*' hciiiM" i tS;? Wagivs? 



. ^ An t i c i p a t e '^mh t o r i. a I you*' nia y 
neetl. Secure..,it, and t" nicfc^i*.-,^ 
it with you . Keop it out*^. , - 
of si,i^ht during tiu' 
int erv lew. 



Key Joints ^ ' 

Aa. Pen (writers neatly, full of 

ink) and sharp^ pencil with - r 
' erase r . ■ 'V 

Ah . Note paper^^ usually 'iaV-'fio tes 
after tbe\in terview. . 

Ac. Socia^l security card/nutnb^i^. i' 

Ad. Birth certificate or f^^h^rt^'.* 
proof of age. 

Ae, Military recordJ>, If apf>l icat^le . 

\.f > • Licenses, union cards (where 
/ necossary) . - ■ ' • • . 

Ag. "J^eferral cari^^from 'i^mploy-' 
ment /p 1 acement serv4ce,* fif 
ref erred. ' . " . ' * . 

Ah. Copies of your personal^ data 
sheet . 

Ai. Letters bf recommendation, if 
you have^ any. • ' " 



\ 



I'ropart' \^oiirsiM f phvsica] 



ERIC 



irse a gro<imin^; -rhui;k 1 ist . 
fiOPEFULLY, 'thi-^ list of 
ac*tivitii\s is p.art of. 
your regular grooming 
rbqtiri£^- 



5a . Kmpl oyces repr(,;sen^ the bus iness . 
Do not caii^e^Che^ XH^^XyijOwej:^ . 
to be^,jpQT;tccrnc^d 'abcyit ^^^^W • 
grooming an/i" cFress . -' YtDur . ^ ^. 
appearance /i*g-thp'' fi^^sl factor. ; 
the . in tef vieweii'^^eac^ts, tg*^ >-:i":v-,. 
• ^ Make ^ t a'^. po.^ i 1 1 v^ reac t ion I 

, Al . CKv^n fan d trim f inge^a i 1"?; . 

A2. Take^a battf/shower , *u:s*e deodorant., 

A3.. Prepare halS'. ' i ^ ^ 

A^.- Shave. . ' . % ' ' )fL^ 




Steps 



(Cont^ued) 



B. Stelect ipropor clothing. 



C. Be. sure you are physi(^^lly 
and mentally alert . 



Leave for the business . 
.locvition early. 



Be at the spec i f ied' appoi!>49nent, • 
area five minutes early. 



'introduce yourself, state your 
purpose, S and' ask to talk^to 
the person whj hires, or who 
will interview yoq. . 



A5. 

A6. 

Rl . 

B2. 

B3. 
B4. 

CI. 
■C2. 
C3, 

*7a.' 
4. 



8a. 



8b, 



Key Points , ' 

Brush teeth, check breath. 

Avoid excessive make-up, 
(^olpRne, etc. ^ 

Dress a little better, than 
others do while working at 
the job you are" seeking. Few 
people overdress. 

Clothes "^should be clean and 
not wrinkled, not t||^ flashy. 

Polished dress shoes. 

Wear dress socks or hose. 

Get a good night ' s sleep . 

Eat food you jjormally do . ♦ .' 

Avoid depressants- or stimulant 
such as alcoholic beverages v 
or other non-essential drugs. 

Allow\ time for* traffic slow 
ups. Plan on^ being at the 
business location 10 minutes 
early. 

Stand on your own. Leave 
\friends at hoipe . ^ If they give 
•you a^ride, ask t;^em to stay 
out of the business area. 

Before go-irtg to the appoint- 
ment area, r^lax ^nd^et your- 
self together, comb jS^r - 
hsTlr, st^i'aighttn your 

' clothing. If you s.mqke, have ^ 
your last cigarette now — ao 
smoking or gum duri^A l^e'^^ 

, in^terview. 




9a. 



Do not be la be ," 



"T am Jo Johnson. T am here 

*..('l) looking for a j^. 

as a.' - .(2) to. apply 

for the job you have for 

- ' > C3) to intervievJ 
for the joJb you have for 

,a ,,or (45 for'an 

inrtervi^i^ with ^ . 



Steps 



(Continued) 



r 



10. •Carefully follow the 'r 

, instruct ions of the person 
directing you. 



9b 



9c, 



i: 



Key Points 



If not informed of whom you* ^ 
'^should speak to,'^sk, "May I ' 

see the person*who hires 

(job you want ) . " 



10a, 
10b. 



Remember, even though you are 
speaking to' the receptionist or 
secretary, this person ' s 
opinion of you may be important. 

You are the guest. 

Remain standing until asked to 
be seated or until you receive ^ 
a'^di tional instructions. 

may be asked to (a) complete 
an employment applicat ion., 

(b) take an employment test, 

(c) wait for the employer or 
employer representative , or \ 

(d) £<5llow the person to the > 
Employer's or employer 
representative'' s work area 
(office). • ' V . 



How Do I 



Complst^e Employment Application Farms' 



Most business firms require all job applicants td complete employment 
'"^plication ^forms. .Suc h application forms have many purposes. The main 
jyQrpose pf application fotm is to ^gathep complete and accurate 

^ InfoFirat ion on Job applicants to determine the \^st potential employee. 
Anothet purpose i^ simply; to discourajge the . person not g^rious about 
getting a job or too' lazy to do the job. v * « 

The information Requested on atpplicationforpis is similar to that 
found in your personal . data s^eet arid usually includes: personal informa- 
tion, job dejiire^L woYk history ,^ educat ion^ physical/medical records, 
.and refg'rencGS. . You may even be asked to /J is t any potential problem^ or > 
weaknesses. Also, some\employers stMl^use applicat ion forms vhich\l\ave ^ 
questions on your age, race, sex, marital status, and other factorsWhich 
legally cannot be. used in selecting or elim;ttiating pers^s for a job: 

In compWing application forma, it is generally to your ^dvantage 
to answer a iFN^uei? t ion^ if you do ^lot receiv^ the j«b apd^ fe^l' any 
information reqO^ted was used illegally to discrjiminate against. yo*u, 

^you can file .a complaint, with the State Department of Human Rights. 
Guidelines coficej^ning what questions may be asked on employmei\t 

^applications are- available from >ke, Minnesota Pepartm^nt of .-Human ^^^ghts 



Take your personal data sheet with you and use it when completing 
the' application, answering the questions. It is eas ier ^to • copy 
•information than to remember it. Even thofrgh appl ication. forms do?di-ffer^ 
considerably, there are a number of basic steps and relate^ kGy;fpoints to 
consider when completing employment application forms. ThV primary 
point is: "Complete the ap^p Meat ion accurately and neatly." 



St. 



Read everything on the 
application before responding. 



la. 



lb 



Key Toints 

Watch for "DO NOT WRITE IN 
THIS SECTION" or "COMPLETE 
ONLY ITEMS 1 TO 2 5". 



Reading before writing will 
often avoid cohfusion and 
misunderstanding and eliming^ 
mistakes . • 

l^t. ^member, the job is not given 
tto the person' who completes • 
the application first. Take 
your time . ^ \ 





Print* using, ink or use a 
typewriter if a^va liable. 



Select and ust7!j;words you 
can spell. j|| 



2a. 

2b.. 
2c. 



2d, 



3a. 



Be very neat 
pens . 

Show that you can ^io neat 



Do not switch 

ork . 



1° 



Neatly line out any errors." If 
you make more than 2 errors, 
ask for a jiew application. You 
may want to ask for twd apQiica- 
tions at the start. ^ ^ 

If your printing is not good,^- 
and your writing is much better, 
you should .write your responses. 

\.d spelling errors. For 
•jobs, this is an essential 
skill. » ' ''^ - 



Complct-t^ tjvery item that 
app 1 ICS tQT you .■ 



5. fVi^ifc.iee "NONE"' or "NA"" (not 
* 'applicable), -if an Item does 
^t_appl^. ^ 



.V 



■ * 



ERIC 



4 *■ 



iS:.Ab . 



.5a. 
5fe- 



See the sample Applications*, 
pages 87 t<*» 92. • * - 

If. there is a question which 
yo'u believe is illegal, or no.t 
related and /ou' do. not want 
to answe;^ it, dr^w a line in 
th^^pac^. ^ 

Thi'*^ shows you., did read, the item.' 

rWtj^en an entire section of items 

"does notjfepply to you, write' 

"NONEV^'^t^ "f^A" in the first'.it*^ 

spaoe^ oti-ly.- 



the ^ 
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Steps 

Ppint your correct name in 
the order specif iedt> 



Key .Point 



6a; 
6b. 



i 




Enter your complete nddress, 



7a. 
7b. 



Nicknames are not appropriate. 

^When s.ignatuves are reqaej^ted 
* later fn the .application-, wrife 
3^our firs't name, nliddle 'init ial , 
and last name unless your 'full 
middle name is helpful for 
identification. 

Include the' zip code. 

If your present address is only 
temporary, be sur^ to also 
give an address where any 
t:orrespondence will reach V^u 
quickly. 



Specify the job title 
type of work vou want. 



8a. Employers want people who wanjt 
a spiecific job, not pf^ople who 




will try anything for a* while. 



8b. If you don't want to ^limlt 

yourself, to one specific job, 
then list -two or thi*ee diffei^ent 
jobs. Don't leave it blank or 
indicate "open. " 



List school (s) attended. 



9a. 
9b., 



Report pre\;ious employment 



^^^^^ 

Provide ft^ferences. 



•Us^ your personal data sheet. 

Provide information req.uested 
such as location, correct name, 
dates attended , date of* 
graduation, subjects or major, 
and diploma or degree. 

10a. Use your personal data sheet. 

IQb. Read the iristructions/^n whi<:h 
. employment to report Xirst and 

what. type of emp loymenrs to 
A report. Usually you do*not 
report short periods of^ 
employment, two weeks or less. 

lOc. Provide information ^ r^uested 
if reasonable — name and 
addre'ss, jo^ title, duties, 
dates of employment , reason for 
leaving, wa^es and superv isdr '^s name 

lla.-. Use your ngrsonal data sheet. . 



.-i 



* (I 



' ' Steps ' 

(Cont inuefl)' 



■ { 

'lib.- 



Key Points 



12. Be honest and serious in 
responding. 



13. 



Sign the statement of 
author izat ion , 



Uc, 



12a, 



12b, 



13a. 



13b, 



V 



Arrange to proyide informa- 
tion you cannot supply 
immediately. • 



lAa, 



Good refe-reoces are former 
employers, pa^t feacihers, ^ 
. friends ^f the fam'ily clergy 
and othe1*5 who know you- well 
^and (?an. effect ivhly\com- * 
munlcat^ their g6o^ o!plnions. 

Include ^Sdress, business 
and/or title, years knpwn , 
' ami relationship.' 

Don't try to cover up or lie^ 
about any experience » 

"P^ace of birth" is the city 
and state, not the hospital. 

• 'By signing this st'at'emerTt , 
yOM ate allowing the employer 
to check the accuracy of your 
facts. 

k ■ ' ^ 
This "l^ottom line" statement 
is on practically all 
application forms and must be 
'signed if you are to be, 
considered for any jobr 

Ask to take application home 
to complete or call back with 
the information. 



The variety of omplo_\/mont a 
The form included on pages 87 'to 
;Fhe application form used by the 
pa^os 91 to 92: 



,4 



pplication forms used* by employers is great 
90 is used by a major United States . firm.' 
Minnesota EmploymeT\t Services |is shown, on 



A P P Lltf^A T,l O N F Q R M P L O Y MEN T 




9 



To insure that your application wil( be properly evaluated 
please ansyy^r the questions within this application for^ 
ennploynnent carefully and complfetely/^ Do not include 
any information which rxjay be fn violation of State and 
Federal laws which forbid discririnination |on the hatig bf 
race, religion, sex, national origin, and age. 



on jon the i 



Jo^KSo)^ ^ Del 

Position Applied For . Sales 



0, »V O 

Last N^me'./-; . • ' . • Fj^st Name ' t Mtddie NamtT 



Date >^ /?77 
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•/ ' • Pf'^RSOAJAL. DA TA 
5« ... • • f^^ . ■ 



■ " ^' ■ .'' ■ ' " 



•.I'l,: I ■ ! M.' 



.'a f ■ Jt .'i h 



At pi 



- , : • - .L. 1 ^ 



POSITION REOUI REMEN fS 



. Open 

Arc V ,u ' '.ij T ■ . T ' ' ^ 



/.Ml I .■ J. t ! plP t .! r f ■ nip 1 : . y :Tit' II t ' 
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H(Sw Do I Takd Fmployment Tests? • ' 

Many employers require potential ^mploVees to take tests' which are 
designed to predict, a person's ability to perform a given job. Under 
federal and state (Minnesota) lav,' ^mployars are permitted to' ,rse tests 
•to determine qualifications for ^-mp loyme.it ot advancement . As interpreted 
by the United States 6bpj-emv Court , each test must be individiiaMy 
evaluated and employers must have and make avaiUble evidence showing 
that each test does measure abilities actually rtequired in the job In 
other words, the people receiving better scores must be able to do the 
job better than people receiving poorer scores or the test is probably 
not measuring abilities and other factors required for job performance, 
it an employer asks you to take a test, you have the right to ask for 
such evidence before or after taking the tfest. Yo.i may offend the " 
employer if you are rude ^r make a big issue of the matter^ There are 
risks involved when you resist taking or refuse to take a test, but you 
certainly can exercise .your ri ghts-especially if the situation suggests 
a need to question the Intent 'of a test. 

There are two general , types of tests which you may be asked to 
complete': ability tests and personality tests. The types of ability and 
personality tests used vary considerably from one employer to another. 
-.Some employer s use well-known standardized teses while others rely 
solely on their own "home-macl^" tests. ' 

.. V- 

Ability tests are written to measure your ability to respond quickly ' 
and/or the extent or level of your skill and knowledge. Tihe first 'type 
the speed" tes*, will usually hftve many more items that can be completed 
in the specified time. When taking this type test, how fast you cSn work 
is as important or more important than 10,0- percent accuracy. Filing 
typing, shorthand and other clerical tests are typical "speed" tests' ' If 
you do not completely finish a "speed" test, do not panic or give up 
trying to get the job. You may 'have performed" very satisfactorily on 
the test. . 

The second type of ability test, the "power" test,- is normality s6t 
up with Items or questions becoming more difficult or complex as you 
proceed through the test. Eventually, you may not be able to answer any 
more questions. When taking this t^e of test, do not rush, bul 'carefully 
consider each question. Be c^freful, there probably will be some' very tough 
questions. Usually, you will be given a reasonable amount of time to 
complete this type test. Incidentally, many ability tests include both 
speed and power measures. . 

•. • • 

A few gener^k points should be made about taking ability tests •' If 
you .think that you will be asked to complete an ability test for the job 
you ai^ seeking, you should prepare for the test. For example, if you are 
apptymg for a job which requires typ/i\g, you should expect to be'asked to 
demonstrate your typing skills. You might be given a dra/t copy of a 
letter or a more fortnal typing test. If you have not been typing regularly* 
It is just good common sense to practice before you start cont/cting 
potential employers. Practice makes perfect. 



Manuals designed to help people prepare to take paper and pencil , 
ability tests are available for nearly all commonly used tests. You mav^ 
find these manuals very helpful particularly If you have .not taken many 
ability tests. Your local school or public lijDrary should ''have testing 
manuals. If not check the -area bookstores. If yon are intepsted in civil 
service positions, be aoq^ to study the manuals specifically ^ritteii for 
individual civil servicepbsitions . If you have problems? taking tests, 
using these manuals* will be part?icularly helpful. By working: through sample^ 
questions, you will know what to expect in the test. As a result, your 
anxiety and possible fears about employment t^sts should be rediiced.' 
Many people have beneficed froijj this type of practice. - 

If you experience a great deal of anxiety taking ability tests, to 
the point where yoxir pterformance i^ really below your potential, visit 
your school counselor or psychologist. This person shauid.be able to 
recommend a number of procedures available to help you improve your test 
performance by lowering your ^anxiety . i;; .. . ' 

The key point to remember in talcing any type of ability ' test s is to 
work as fast and accurately as possible. Always read th^ instructions 
carefully and follow them carefully. ^ They often tell you to e-xpect ^ 
*^speed", **power" or combinat ion^"speed-power*' test. If you- do have the 
skills and knowledge to perform the job you are seekitag, you should be ^ * 
able to score high enough to satisfy a potential employer. ' 

If you are taking a test with true or fnl^se statements-,, read each item 
very carefully. Watch for catch words such as: all , always , every, ^ 
completely , equally , except , never, n»?t / do^, more , tfhan , less than, ^ 
Consider the effect of these" words carefully. If words are underlined in 
a test item, c:onsider these words as very important' in- deciding if the 
statement is true or false. i < ' < 

l^en answering multiple choice items, 'read aU the possible answers 
before responding even if the first choice appears to be a correct answer. 
Also watch for the inst ruct ion to .select the- mo9>t correct "response . When 
guessing at answers, start W first e 1 ifn^inat ing responses you feel, are not 
correct. It is usually an advantagV to gu^'ss, but some tests subtract 
points for incorrei^t answers*. 

^ « ' ■ ' * . ' '\ 

Personality t^sts are frequently used by e^loyers'to .determine the 
interest, values, character s't reiigths or weaknesses' af* job* applicants . 
Any test can be used as lon^ as it does not disc rAtrtinaHe. ^gainst people on 
factors unrelated to the performance of th^ »c^b^. An employer want^ to 
know not only l^w well h person can perform ttie job».bu't also how well a 
person can get along with cd-workers and .c us lupine rs,aqd what personal 
factors may affect a person's Job performance. - * ^ 

You cannot practice for a personality test like ybu can for most 
ability tests. There are not supposed to be any right or wrong answers 
on personality tests, but realistically there are answers that employers 
are seeking. What are the desirable or undesirable personality traits, 
values and interests for the job you are seeking?^* 



Before taking a per.sonality. test , ob.iectively evaluate your strengths 
and weaknesses. Separate the facts from fiction. Be ^ure your opinion 

. about yourself is fair and realistic. However, when taking a test, think 
positively ^bout yourself.. AH people have minor, faults that appear 
occasionally, but not regularly. Do not respond negatively about yourself 
or profess weaknesses other than those indicated to you by persons you 
trust. i)o not feel obligated to volunteer a list of personal . faults 

• very -few, if any, people tell all their mistakes or faults' to anyone 
who asjcs. ■ 

) _ ^ Some tests may have questions that appear silly and .unrelated to the 
^ob. Other tests may ask' very personal questions. Lf you have Lu^s 
Ybout the usefulness or purpose of an employment "test , you have .4 he right 
to ask for evidence showing tlie. test is related to' the jtfb ' sought . 
Mgam, you must realize that there are risks involved ^ihen questioning • 
the. v,nliditv of the tc-.«t. An c-xampU^of^an unlawful ej,plwment test - 
IS the polygraph (lie detector) test.. An employer using such a test should 
be reported to the Minnesota Department of Human Rights. ' 

The final word on test'taking is simply READ THE INSTRUCTIONS 
CAREFULLY. You will learn more than "you expet-'t.. ^You will be given"hints 
on how to take the test. l=-or ^xamp-le', you may be told how- muc^ time' you 
have and if you should expect-to answer All ,the questions , or whether or* 
not you should guess on items When you ajre not sure of the answer. • 



How Do I Complete An Employment IntervieW? 



mefetjs 



* An employment interview occurs whenever; a -person 
an employer or an employer representative'. An employmeitit 
be an event which was planned in- advance by indirect 
telephone, other persons, or agents), or an event which 
pre,vious planning such as the walk-in visit 1-ooking fo.r 
opportunities . 



ahd talks to 
interview can 
(letter, 
occuijrs without 
possible job 



contact 



A very detailed employment interview would include_quest lions 
concernirvg your educational ^nd work accomplishments, your 'interests 
your job -performance potential, your value to the' busine:3S , ; yout future 
plans, and ypur attitudes about work and people. 



iia.t-lng your 



InCervicwfr.'^ will develop dp in ions- abo',uC you jSy . e va l-i.„ . 
•responses to their quest ions , "your questions and appearatce. 'Your primary 
purpose in the interview -may be to secure a job c?-ff6r, particiularly if it 
looks like the employer has the right job opportunity.' -Ih^ ot ly way to 
secure the job offer is to actively sell yourself and'your .job qualifica- 
tions. This i^ done, not only b^ what you say, but hoj/ y handle yourself 
and your appearance. ' » > • . 

* ■. V' , 

Another important purpose for the intervi^ew is for yo,i to obtain the ' 
information needed to decide whether oij'jwt you Want to work- for this 
employer. When the opportunity presents itsel.f, ask the : nterviewer 
specific questions to help determine how we-l'l the iob will sat'- sfy your" 
important job needs. " • 
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* ' ' ' . ' * 

Interviewing Problem Situations 

*■ 

Sinqe an interview is a one time communication process, you cannot 
try again if you mess it up. You, will need to rely on common ^ sense and 
concentrate on following, the interviewer's cues or leading questions. 
A dumber of problem i^ituations which yo^^ may encounter and should be 
prepared to solve follow. 

• Problem ^l' - Nervousness . If you don't feel a bit tense or nervous, 
you really are cool. Most people are a bit nervous prior to interviews. 
"Remember, interviewers are looking for people to hire and are not out to 
get you. If you have never interviewed for a job, you may w^nt to arrange 
for a practice interview with someone you'know or^an M.E.S.' stnff 
person. Tliis will allow you to prepare for interview situations and also 
get hel^DfuI feedback on how you ^re presenting your^self. Practice helps. 

If you are nervous, do not try to cov^r up and act 'like you know it ^ ^ 
all. Overconfident people usually turn interviewers off; Superiority 
complexes offend people more often than they 'impress them. Over 
aggressiveness expressed by leaning on the interviewer's desk or Asking 
blunt questions will also .produce a negative effect on most interviewers. , 

I'f you experience-nervousness to the extent you feel it "is not allowing 
you to present yourself effectively, you should seek assistance from 
your school counselor, placement person or psychologist. This person 
should be able to suggest procedures designed to reduce nervousness or • ^ 
will help you find --someone who can help you. A skilled interviewer ^ 
usually will help the nervous applicant overc'ome this problem. 

Problem W/2 - Surprise Questions . The first, last" or any other question 
inay be a "soArprise" question designed tfo see how you react. Answer it as 
-well as )W^n. Do no.t he upset if you don't answer it as well as you 
think you could have.^ Interviewers may be more concerned with your 
'•reactions than^ your answer. Always think first before answering any 
,'questionI\ -Don"' t talk yourself oLit^ of a'job. . 

. Problem H^- Discouragement . It may appear to you that the interview 
is not going well. Do not give Up and stop trying to ^sell your qualifica- 
tions. There are many wdys to make^a sale. If you stop smiling and start 
frowning, you look like ^a quitter, not a hard worker with enthusiasm. 

' Remain" confident and 'work hkrd. You dimply may be getting a test to see 

' how you reac^t. " ^ . • - ' 

r Problem - YqU, are late . to the interview . Apologize and give a , 
' brief explanation of why you are late. Be honest. Do not make i big . 
"sto#y" out of the reason. , Interviewers are human, too. If you realize 
you will be late to th^ interview, telephone the .interviewer and explain 
your situation,. Do not waste time looking for the phone if you will be 
able. to arrive within- two or three minutes of the scheduled time. 

Problem H - No time to change clothes . If you are leaving work to go 
directly to the interview nifS do not have t.ime -to change, simply explain 
^" your problem to the interviewer.^ Be sure you are bonest with yourself in 
sayihg there was not enough time to change. . 
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Problem //6 -'Need to^ make a note . If possible, wait until after' the 
interview to make your notes. If you must write something down, simply 
state, "Excuse me, I would like to write that information down."' Then, 
quickly jnake your notes. ^' . 

ji ^ • 

Problem 7/7 - Turning down unacceptable job offers . If you are 
offered a job which is not acceptable, does not satisfy any of y^our needs, 
you wil-1 want to refuse the offer. Be gracious an^ tactful in yout- 
statement turning dc^V offer. For example, "Thank you, but after • 
discussing i:he job with you, I do not. believe it is the type of job I want, 
Try not to give specific reasons for your .decision to reject the offer 
because they easily ^ Be misinterpreted by the employer as criticism o,f 
the job and the-firm. However, answer any questions the employer may- ask 
about your rejection as specifically as possible. Be sure you are not 
rejecting the best possible job available to you. Your ^ta^dards of 
acceptability "must be reasonable. 



The Interview Process , ' 

The actual interview process, is not as difficult as many people 
think. It is basically a two way communication process. That communica- 
tion is both verbal pnd non-verbal." Interviews can be either structured 
or unstructured depending on how the interviewer proceeds'! During a' 
structured interview, you will be asked a series of que s t ion s s ome closed 
an^ others opened. ^During an unstnictured interview, you wi^ll 'be aaked 
general questions or may simply be told, "Tell me about yourself." Most 
interviews are structured t^o 'some degree. A few important steps in the 
interview process follow. It is ass^inled thatTyou have been introduced 
to. the interviewer or have introduced* yourself .' . , - 



Steps 

1. Follow the interviewer's lead, 



2.^ THINK before answering. 



Key Points 

la. Shake hands if;-the ii}terviewer 
leads. Be firm, but do* not 
'crush knuckles or pump water. . 

lb. • The interviewer ' s quest ions or 
statements are clues to the 
factors you should stress. 

Ic. React appropriately to the- 

interviewer. Lodk the person 

•in the eyes, but avoid staring. 

Smile when appropriate (not a 
.silly grin) . • * . 

2a. Avoid saying" things .you do not 
mean ,to say . 

2b. Be direct and honest, but do 
; not provide uhn;eces3ary detail 
-^or any pegative . information. 
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Steps 



Key Points 



(Continued). 



2c. Ask questions to determine .i*f 
you understand a question and 
politely ask the interviewer 
to repeat if necessajry. 

2d. Follow your answej;^s/ ^Jith 

related quest Ions ./ ,This shows 
yqur inti^rest^J-»^^^ne company's 
posit ion . 



Sell yourself. 



3a. Be prepared for the' unstructured 
interview. Emphasize the strong 
poiiHs in your personal data 
sheet. . ' — 

3b. If you are not asked about your 
' . strong points, take the initiative 
and direct the interviewer's 
attention to these points*. 

3c. When P9ssible and appropriate, 
use the interviewer ' s questions 
to lead into your points. For 
example, your response to 
questions about previous 
employment should also include 
related volunteer work or 
extracurricular activities. 



Obtain* the needed job 
information. (WilJ the 
job satisfy your important 
job needs?) 



1 



If you ge^ an ac-reptable job 
of foj, ask for time fo doc i do 



4a. 
4 

Ab. 
Ac. 
Ad. 



Ae. 



Di^not start asking your 
questions about the job until 
the interviewer invites you 
to do so. ""s 

Ask only those cjuestions that 
provide important data for your 
decision about the j ob . 

'Ask for specific information, ' 
not general facts, .that could 
mean anything. 

If salary is "open'' (will vary 
depending on your qualifications), 
don't ask about, the salary. 
Wait for the Interviewer to 
address salary. 

You may need to wait until the" 
job offer is made, to ask all 
the questions you have. 



5a. See MODULE 5 - DECIDING ON A 

JOB OFFER for a complete, discus- 
sion of how to get enough clme 
to make a decision. 



Steps 

6. End the Interview. 



Key Poinjis 

6a. Be alert^ to** interviewer ,s1iCfe- 
'ments or actions which indicate 
the interview has come, to an 
end. Such as standing up, 
sorting papers, lookifig at . 
watch or clock, asking how to 
reach you, etc. ^ 

6b. Clarify the method of checking 
back with the interviewer. 

a. Will call you within a 

< .specified period of time. 

b. If *you may call back for 
the decision. 

6c. Express your appreciation for 
the interview. Suiranarize the 
reasons why you are qualified 
for the job . 

* 

6d. Thank 'the secretary or receptionist 
for any help ^provided . 



How Do I Follow Up On The Interview? 

When you leave an ir^terview, do not sigh and forg^et it,* unless you 
dp NOT want the job. DO NOT be discouraged if you do not get a job offer 
during the interview. Interviewers often are not authorized to offer jobs 
until checking with their^ superiors . The interviewer also may have to 
interview other pers^ons for the job. Too many people give up on a 
possible job offer .too soon. . Do not be afraid to call the intiferviewer to 
check on a possible decision. Obviously, you can contact a person so 
frequently th^t you become i^rritating. On the other hand, if you are 
told at the closing of the 'interview you' do not have the necessary 
qualifications or that you will be contacted 'if anytining opens UR, do 
not count on getting a j ob offer from this company. ^ Keep on searching for 
other job offers. . - ' ^ 



You can learn from every interview. if you analyze and evaluate what 
you did and did' not say or do during the interview. Check- to be sure you 
are learning positive, ^helpful behaviors and not reinforcing and repeating 
behaviors that hurt you. If you feel you are having the same problem^ in 
all your interviews, ™t help froTQ someone. Nervousness, memory lapses, 
and other behavior problems can be corrected, so don't let a problem get 
you down. 

A number of rea^sons interviewers give- for not hiring people are 
listed on the following page. Use this list as an interview evaluation 
check sheet. If you display any of these factors or conditions, start to 
work 'on overcoming them. You cfin improve yourself. 
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Reasons Job Applicants Are Rejected 

1. Messy appearance — dirty hands, face, clothing and poor . hygiene . 

2. Little interest in a particular' Job or company. 

3. Poor grammar or speech. 

4. OO'fy interested in the salary.- * * 

5. Wants to start at the top, now. 

6. Lack of manners, tact or social skills. 

•7, Blaming others or events for your mistakes, 

8. Major dislikes for school work, v ^ \ 

9. Not qualified. 

• 'J 

10. Limited interests. 

11. Strong prejudices. 

12. Indecision — hesitation in responses. ' 

13. ^ Scatter brained — foot in mouth resfjonses. 

14. Speaking poorly of past employers. 

15. No questions about the job or company-/"no interest. 

16. NerVous^-little confidence. 

17. Outlook IS sour or cynical, *'th;Pnr^s-^re bad all over". ' 

18. No sense of humor or never s.erious. " 

19. Name dropper 

2.0. Acts like everyone is attacking or will attack or hurt him/her.^. 

21. Values are very dif ferent f rom other wrkers in this Job. 

^2. Lazy or sluggish in responses or actions. 

t 

23. Cannot make own decisions 

24. Personal problems which appear to interfe^re with job performance. 
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"While evaluating your Interview, ask yourself if you have communicated 
your job qualifications. If you did not, you may wish to contact the 
interviewer by telephone or a follow-up letter. Explain any points not 
covered. If jiecessary, ask for a second interview^. However, do not bother 
the interviewer with minor facts or insignificant items of limited impact . 
* ■ ■ • . 

Some people feel that it is not necessary to Write a brief follow-up 
letter, but it certainly will never hurt. U^e the letter to thank the" ' 
interviewer^ express your interest in the job again and mention any points 
you forgot to bting up in the interview. A poorly written, sloppy looking 
letter can be damaging, so do a good job. A sample follow-up letter is 
shown on page? 102,. , . 

are working with any placement services, private or public, 
report th^;esults of your interview to the persons helping you. If 
they are t^-^ontinue helping you, they must know what happened and why. 
If you don '^S:>,co^perat'a with these people, it is possible that, they may 
refuse yoja fu^^^her. services. If you were asked to report, do so without 
delay. ^V^, , 

' V'V\. ■ ' , ■ * ■ ^ ■. ' 

If the inte|vievrer promised to contact you at a certain time and does 
not, do not pani&jv Wait' a d^ay before contacting the interviewer if you 
have the tiirte or-ajre not faced with a decision deadline on another job, 
then .(;^11 the inteE;^ipwer . Remind the person of your interview and ask if 
any decision has be^l^made. Hopefully, the Interviewer will anticipate your 
concern and indicate J^hy the response-was delayed. If the interviewer 
cannot give a' decisi6n^i ask when you can expect an answer.- If you have 
another offer you need ^o respond to, explain your situation to the 
interviewer. The intervS^ewer will tell' you whether or not you should take 
the- other job offer or Vait. 
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1832 Finley Avenue . . 

Micropolis, Minnesota 55999 
May 15, i977 



Ms. Beverly Person 

K and Depart ment Store 

302 Doftie Street 

Dinkytown-, , Minnesota 5')4b') 

Dear Ms. Person; ^ 

Thank you for the time you Lcok interview me for the sa 1 es • pos i t ion 
in the sporting goods department . 

Your entire operation at K.^md 1. Department Store is really quite 
impressive. ^The busL^t•^ir^ cugau i nation 'appeare<4 extremely efficient 
and the people I met weiie very pleasant. 



1 api vciy iiiLtieottd' in v^mil ^wsIlioh. If ^iven the opportunity, T 
believe 1* can loh l r ibutt tq . ven h igher sa Les \;oiume in the sporting 
goods depcirtm^nt^ 

I I. i)lia I J<_ I til 1 on 1 .-. ai , 1 c 1 1 .1 L i_ J 

) 

i> 1 . 



IVFODULE 5 
DECIDING ON A JOB OFRER 



i It 1 > L\n>^l .l.^cil:3 .1. .>ij^o ^>L J Job ocai^U ^ht: re' y OKI 

t... . iiUeiview(^d several em, Kjy d..d HAVl r^^a* hed your target numbei of 
Job sttfev^ A.s eL, you have nelLiicr accepted nor iejecLed any acceptable 
loh offerj^. In tliis mod^.le. .oa will) learn how to get the time needed to 

det- l,dt* » tie.^, I Lii c for Lhc tjd^t p*»aalble ]ob offers, select the best job 

offer, and L ^minun 1 f a L <j yo,,i jot^ decision. 

1- I .c L , probjl,ly are iii:i,pr piiaLc f i |.era,ns .ho caiui.t t ea 1 i ^ t i ca i 1 y 
dXj C*.^ iTii^rt* thaii tie jut> t^ffut Su h p» ttious will probably be given liti l 
or no I iiue io itiaKi a iot> lj t f e i j^.^iiii ri. They will also be in no poaitioa 
lo ne^oLiaic i u l b..tiei ^ ub uo.,d i L i (.mijd iheit best deci^Dloi. on wliether or 
noi It) lakr (he llieiL miiiiii..Lly a c c e p L I, i e ] oh of^fei. i to Lake; it. Thei 
onl, alLcin..Liv L i> Llii.-^ dciisitju i ^> to Late Li.e very laige risk of a. 'I 
I eL c; t V ia^ any t" u . L h c r ] i> t t c i a 'Yitc , otmuUit Icailt^n f a ]ub de.ision twt 
Lhenc. per..oii^> ralK.uld l/^ ail ii^mcdi .le a.cepLance. Howcv^^r. evc^n these 
pei^»i>.,^> ^> Ik Mil . vM.iiuii.e I lie .->ki 11.-3 Le.ausc of iheli' flitnte uSe f u 1 ne■s^^ . 
fionitr 1 ci I c I L f til L I leji c. 1^. L vJi [) L . bab 1 y will be in a pu^ i i 1 uu wh e i e Lb 
M k i 1 1 n .i L c .1^-" i> I . , I 1 a L (J liiiA V M t . iiu: I y uJ5 f u 1 



How Do I Get The Time To Decide? 



So far, you have been instructed to delay all job decisions until 
you have reached your target number of job offers. Requesting time 
from an employer to make a decision can be a difficult task. Some 
employers want an immediate decision because they need a. person to start ^ 
tomorrow. Other employers may be willing to give you a few days and maybe 
even up to a week for a decisian. One week to decide should be considered 
an ^bsoluti^ maximum time request .unless special circumstances exis^ . ^ 

The major factors that you should consider in determining how -much 
time to Request for making a decision ai'e ("1" t'm< r« u* ec' tt- " the^ 

needed remaining job offers, (2) Cm? employe ale a\ . ( ) , 

well this job offer compares with previous a e tt )b offers. This* 

last factor would be used to determine which :.e fl :st two factors 
should b^e considered the fnost important if t;i3 . it.e needed and given are 
not the same. 

it you wan? LO be ^.ute thai you ate geLLilig the best possible job 
ottet, you , need Lo get tieveral job otfers and compare them wdtl^ each 
other. Without job ofters for eomparisou, you cannot determine how good a 
job ofter really is. 'Also. yo.. will obviously no\ be able to negotiate 
for the berit job offer if you Ouly have one offer. 

bluce y.,^i i>-i ..bab 1> ..iiiuv,i ..^i^J.A. Jmy cmHlyyei. to give you mo i e than 
x.eek to uiaKe a decision, y..u have to t^lan on getting the remain^^ng 
job offers you need within a week. Tt.is requires an immediate follow-up 
witn previwutily con L a c t ed - ..lUi- i o yc t ^ who l»ave not aS yet offered their jobt, 
in addition, yo.. need tw .,.liedule s. ver.il ]ob interviews during tl^is week 
and work hard to get job offei-, d,.ring th..se Interviews. The risk or 
lotiing aw ac..:pL..blc ]ul offei IS tiighcst for your fir^t accet>table job 
offer Lec^use the t i .^e n. cded tH^t the Larget number oL job offers, is 
1th ..a.,h dddUioiial jyb u f t" ^ i , 

U., . i I . ...f 1 ...-til , I V ^ ... I I.. .J Jiii.. . I i I I i . . 

1 . ioii Wille iu^;l., ei^ ecd a w rker i inirtcd i . t e i y , ii i- not liK. i 

Lh.it you be aakc i Lo ui..ke "o. ili^. a^^o." deeitiioa. If t h<. joi 

wtfci wa del .ye . unL 1 i a day i ... utit^if the )wb interview. w.*s cwmt>i. i.-d. 

the e»..plu,ci piol>.bly ^il. ic-i^e L oui d.sitc foi time to decide. 



1 ' 



I ... »k I ^ . 1.,, I .1 I . w 1 I 1 a L . » (.be I I .... 
yei wll. ^4!'/^ \ I .t y ul i^:q e I S{,^^a^i ^ ii\ .1 you ouIj Lak 



Icci^c: t. b . a j i . > t t . z' M c.[, loy. i iihiy d.iiiand an ImjuediaLe decision 

cvcu .. iLi.d.au I be .>tL I bu. poJDitivc: ,bout Ll.e Job oftel hen aj^ki..^ I. 
time to dcMd it y^U i^.dy ttav^c . job ftci th..t you watit to thL.k 

ovei ill v.wiitpai 1 I . ^. I. I j.'b fr.,i .bia LejDpu..rie i uc, .a 1 1 y a^. et^tabl 

L a e 1 v^y c: 1 Y I I I » J Hoc » b .i I I a I CO nun i t L . d » o i n t e I 1 ev^ f o l 

an LI. L ) .d> w 1 1 i 1 i t V ^ . I I' .d. 1 I. I . . ,,L>\ c 114^ loyeia .iticulail It »i 

1 »M e I V 1 w 1 .1 . d. U o . I b I M lb. r. I k wo L t hrec d i . J5 When ask t 1 w 

r 1 , t I . . < . . . > I . . I . « , I I 1 I Jl I i » t V i I e I . a > . . 1 . 

. V ( , . . I , V . 1 1 . 1 ; i V V, . c. I , I I . ( 11 , , 1. 1 ■ 

. . , 1 . , . 1 ^ 1 I . . 1 I , . 1 1 I . I I 1 . L .lip 1 , I t I , i 

1,1 . , , , I 'i ■ i I V I . . 'I , 1. , i I Ml . Jit . i r i ke ^ j>. . J, 1 y .i 1 

J. g .Ml i . ., I I , 1 ^ ) . . > t . J. , . . . I ,,l . . .1 i 1 / c A^.e L X M» b . 

.r j.ib .,tt i .... i I. i^l.i iiil ^ *) b ott 13 by , b . i:> 



next week and will contact this employer within 24 hours of receiving the 
last job offer. If this explanation or other explanations (e.g., you 
will be out of town,.ybu must consult with family members, and you have c 
other scheduled job interviews) do not persuade the employer to give you 
the necessary time, you have a decision to make. Either remain firm in 
,your time request or accept the employer's deadline. 

Your choice in the above decision should be based on how well you 
like this job offer, how well it compares with other job offers, and if = 
you can expect to get better job offers. If the conditions or satisfac- 
tions of this job offer far surpass your expectations, you mav nn^ wish to 
rL3k Losing th:..s job ?r by not; <:|;reeing t;t> iha employer's due. , on 
deadline. If you ciin't e::p(u:t: oth^ r job oi:l:ers to be any better, you may 
want to lower your Ccirgt t. nuriber c.l job offers to accomodate this 
employer's deadline. Hcwtiver, the tact that his job offer is so good 
may indicate that your t haiK:es ot ^eLting several job offers and of being 
able to iiegoLiaLe for even beLLef job condilions are good. 

it Lhe ..oiidl L luiii, ^aL l::,Ia^.L iwiia ot Lhls Job are j uti L barely 

a^..eptable and Lhe infuTm.iLion you pretieiiL ly have indicates Lhat yc^"^ 
should be able to ^eL beLLer CuridiLionti from oLher eraployerri, you/ 
probdbiy shoul.i r^niaii* firm in your request tor time to decide^^ The 
eaiployer may qucSLioii yuu to s^e why you want this addlLional Lime and 
Lry Lo gcL you to cha..ge ^ohl Lime r^queaL. be polite", but firm in your 
po^ilLion. Thi>o iii.iy eyen impr^s^ the employer to not only- exCend Lhe. 
deadline, LuL kl^o improve Lhe Cs>ndlLions or satisfactions of tho job 
offe^r. Bs.C r.-mciiib.. r , 1 L may also irrlLaLe some employers. 



* .*i i 1 . i .i. 1 .ii 1 .. J. t u. L Iil: Ltio I i>ooS IL 1 e .. i K . ; 

^''^ :;eckiu^4 :iKili appropriai,e to .ill job Seekers . if y.u are 
.lo. in :i po^iiioii Lo ne^oL.ate. yoii ma, vc.ry well lose all acc.:pCal>le 
job ofie.b by Lryin^ L uc^oLldLe. In additlJn, ihere are certain joL. 

i^. ^^'^ l^A In^ i^, j,w:3.U,Jc ,..c ).,L ,onaiCi..n3 o. ^ a » i S^ f a c L i . , n a 

aie Si-ccitled :xaA t> conciacL^ or :omt>any -pol icy and cannot be 

.:ha.iged How. vet ll yoi.r job i» )pe.> Lo negoLiaLiou and you have L.,, . 
=.uccea»t..i lii obL.inl.g Lw. or mo.e jot. olfers wiLh Lime Lefote ha.ing 
make a dc.. i=,l y Ui ^ a.. anJ j^hould Liy Lo ueg^LlaL^ for the beat 

posji A b 1 e i jb c> t" f t 3 

1 . 



1 



^ " ■ I t ' . . ... ..^ » . ^ . 1 .. 

•^^^ ^.ipi^'^ ■ t -1.. 1^.-. It., ii )w. i.o dlLlOn oi bcL.er aali^ry 
^ imr^'t^ wit ).>L _ .i \..u a^c Lbiiliii, emi-L./els ,ha am^ii^ oLhel 

^ y^'*'^ J '^' i^.i:.. ..ili ba:3cj o ho^ ^cril n j.l. offe. meeL.. 

youi imp iL^M. It waaL Lo iakc li jobs, .hey 

:3tL.>uiJ oltci ) a t,..li (, :.:nL.. ...JK.OU., ( L o,, =,Lat.hig p.y o.^ 

^uat^.uc:c:j , 1 . i ....1 , J ,J,,^.. t.,,....l p i » .ui i L i c :i . Lt.c\le,si. J 

wvotk :.hlrL 111.,.. ......11:. .... ) fcvou ih.^u.b / Ul \ob ^ y , 

Ll.ill . i ,1,. 1. il..i. u .1 .,1. .>r y ol l.U|> llaiW )ul nc .1. 

may . u ^ m 1 i U 1 .. 



Negotiating for improved job conditions is not an easy task. It 
requires considerable tact and timing on your part. Negotiations must 
start immediately followi-ng your last job offer,, or even better, 
negotiations should be started while you are pbtaining job offers. This 
is done by using the conditions of the first tisi standards for the second 
job offer to' meet or surpass, and so on. All, negotiations must be 
finished prior to the agreed upon decision deadline for thejob offers 
received. ^ . 

Probably the most difficult part o f 'n.egf)tiat ing is getting started. 
od strategy to use . in ststting, negotiations is to first contact- the 
employer whose job offer meets the least of your job needs or 
expectations. With this strategy, yon ar<? smarting with the job offe^^ 
where you have the least ao lose. In cuntjacting this employer, you>i5fild^' 
first confirm lUv origiiuil .'ouditiuius and\ciarify any questionable points. 
You. might then iutortu tUl^ pcrtion thaL y^^d actually prefer this job offer 
ill many ways, but Vuu have- a haid Lime funviiicing yourself to take this 
job offc-r when utiiei job ut r\ IS "^j. uvjdc: ot:her better benefits and 
condltion.<3> Tttis emi^loy^.i may ..yii.path ize ,wi t li your problem, but 
unfortaiiatcvly indicate- th.n this job u f fe rj cannot be improved to meet oi 
exceed tile ..oi.diLiun^ ..r oLl.ciM-^^ otfers.j tf this happens, youi best 
action is lo Lcll Ltit: c-im-luyc^'B tiiatj yon wii 1 continue to consider this 
job ottei aiKl will r^icMt vour/}ob Jeci^ion as soon as il oo^urs. 

II y.,u .... ->w ...>.-l.il. iiif ..uipi-yci v.lii uJj.i^L Lli^ J.. I' otloi IV moeL 
..1. hupv fully. uii-.i:..-. ill .aKliti.>iiS ui the utlier job offeis. S.^-me 
c-mpluytr.is wla> uui^iov. i he 1 . jot. oftc-t.^ will . Kpe.:t an catliei" A^clsi.m 
Jcndline pcii.M^s li^i.L Ll,.-,c and Lh.n f lMs h.^pp.ais. you will hav., 

Lw quickly vuhipai. Ll^iio iMjMOved job oliai ith what improvements uiighL 

be expcLea v; r OL b i ).-. o I r c* i Un l eb.^ L I. i UvW job otf-el u b V i u u^. 1 y 

wl I I exv c-ed al 1 ot \\c. pi- i t) U- i.,.| 

ttiis employ I ... .ui ..(.t.ibK- Jul t:. ion ^ead 1 iUc^ ;,omewbe i e /-be t we^i* Lb 
oii^inal deaJiiu x.A lb. doad.luc t lie ..'mpltjyci now want;.. It iieCedjpai 
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keep re-contacting employers to inform them of the latest improvements 
and requesting the same or better from thom. Another negative difference 
between this negotiation proeess and auctions is that emplqyers will 
probably not be dealing in the same conmodit ies . They may be offering 
very different conditions or .satisfactions which are not easily 
comparable. * . 

4 ' • 

Tf you continue trying to get better. and better improvements from 
employers, they eventually will tire of your "hounding" and tell you to take 
another job offer. You talked vonrspl f nuv nf ^he^r- ^ offers- Losing 

A\ .\ /L,u ^try to keep' 
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Aside from the obviously different satisfactions; , or conditions 
that employers, can or will offer, it is possible that idehtical 
conditions may be presented or explained by employers iB .very differ'fent 
ways. For example, the policies on sick p^^^-^d insurance coverage are 
often very hard to compare betwSien different employers and companies. 
Sometimes even the starting salary or wages for different job offers 
are not immediately comparable. One pompa^ny may.off^er'a job with a 
starting salary of $3.75/hour while another company offers $600/month. 
Are these starting salaries the same? No I .If you look at Figure 2 — Wage 
and Salary Scale, you will see that an hoVrly salary of^^X^'5'±s equal 
to' a monthly salary f $.)3 .. Ins 
starting salary. Wh a aLig.Kiatia 
translate the improviiment s jt one 
to your otffSr job offers. 



firJC. : ^Tipaa/'s y^b^j^as' t^e higher 

fDc'lhe b^st job offers,! be sure you 
jjb jf fer into th'e terms .cpm^arable 
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The proceg^ of selecting the best job offer is very 
the process used in evaluating how well all o*f the job p 
originally considered would satisfy your important needs 
-pf a job. Here, you will be evaluating received job offer- 
different job possibilities. 



imilar* to 
sibiiitles you 
©Kpectat ions 



or 



To assist you in making the best possible job declsiai, selecting the 



best job offer, the "JOB DECISION WORKSHEET" is provided, 
example of this worksheet is shown on .the next page. From 
this example, you will note that the worksheet is designed 
three job offers arid involves both an elimination and sele 



This worksheet can be adapted for your situation if different. | If 



the Isirvfele 



youyhave two job offers>-you could use the Second stage as 
.selection process. If ^u. have four or more job offers, yL could" 
expand these stages to e 1 i minai e - add i t ional job offers. 



not 



A completed 
obseirving 
for {comparing 
^:tionl stage. 



betore you compl^Lt: lLIs woikc^heeL, review y^ur important, 



A few may be so imp6r(^diu Lhat if only tl»ey are satisfied, 
can be tia^citic^d. -If your needs or satisfactions are all 
important, your bec^t selcition sttategy would be to select 
offer that satic^fie^ the most of your important job^needs. 
the difference between minimally satisfying a certain need 
completMy sallcifyiiig that need, ./ 



job needs, 
others 
equally 
the ' job 

T^ire is also 
and' 



io u^,.. Lh. "JOb uA,1:.u;n Uv)KK5Ht:tr\ you would follow Lhe step:.' and 
points iIcsLl-J belov'^ 



J.. I 



Key lu L a 

iJoiitAty jobs utteiKiA by 
writing the company n^me^ 
Sp4ces for Job A, B, and 
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1 1, 
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owii ul lc:at>l Li 

iinporiant job needs. 

i'htj luoaL ImpoiL-aiU J 
sho.ild b^ limited first 
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^ h^ k iJ) Lher job , I.K h I 
saLi£>iiet5 it. If pusal le 
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(!ln'G>, ^ .Job B ' h/fuO/^yry^^ JtUl. • Job C <^^/^ O^rU/ 



My important Job Needs: 
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2. 



3. (^tAai Iji^rre^ 
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Steps I 



3. (Continued) 



^ . Ci>iiipK. I c .>t. ci^. : i . 

of Liie K.i. utt. i' 



'3e. 



3f , 



Key Podnts 

For each job, -vrite down 'the 
• rank numbG^^ of-t-he mast 

important n^^d checked \jnder 
♦tbe job heading^ (For ' 
example, if Job A is the job 
trhat best satisfies job 
needs //I,- //3, and //4 , then 
- enter*//l ^j^n the space provided 
under Job A . ) 

Identify the job offer you 
decided^ eliminate and 
givf your reasons. Eliminate 
the job which comes out worst 
in either Steps 'Jc or 3d. 

IdeiiLify fhe t wo r-<rimaini ng 
i obs . 

Kor each job need, check (v^ 
; the job which best satisfies 
the need. There should 6e no 
ties. '*■ M 

1\>L a 1 and cut c l the ^luiinber u f 
checks foi each job in the 
apaces provid'ed beL.w c.ach job. 

Koi cacli jwt>, wiite As,un (. l.c- 
raiiU nunil>er oi the ...otp t. 
iiiit>otLant nc;eJ che, ked .uid^L 
I htr j ob head in^ . 

l.lv:;.iL i t ^ Llie :3el^. t . .1 |,)C 
.jtt'er aii.l give yum i. asci.o 
Y.>iir riele<.tioi.i <:aii i>c based 
on crither meet mj^ i be fii^heSl 
lui.uber of needa Oi uie. lin^ the 
most impoitriiu iiee.Ja. 
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^clf you are not attempting any form of negotiations in communicating 
your job decision, the process should be relatively simple. Us^^Uy 
you would^ first contact the employer whose job offer you plan to accept. 
This contact, could be made through a telephone call, persoaal visit, or an 
acceptance letter. The first two contact methods are most frequently 
used, but a personal visit is the better bf the two methods. It will ^ 
continue to show your interest and will also allow you*to provide any 
information needed for post-hiring purposes. Be prepared to sign forms 
related to incon^ -r-ipl security witholdings, health and life 

insurance covera) . contracts (if necessar^), bonding (if neces- 

sary), etc. ^ - 

9 

AfteD acceptxii.i job' offer, don't forget about the other^persons 
who offered you Jobs„ Even Lhc^ugU you will not be accepting their job 
offers, you should coiuact these ■f)er?ous as a matter of courtesy. 
Inforcn'them that you have accepted another job offer and ^Ijtpress • your 
thanks for their offers. If any employiers ask you about the basis for 
your ^decision, briefly explain. You might expect these employers to 
question the imporlancc of youT job 'needs of factors you *have stated as 
reasons- tor your deci^iiun and to point out other advantages of their job 
offers. If you have caretully considered your decision, you will have 
already weighed the i>o^itive and negative aspects of all jobs and should 
not be i,re^5surea iuLo changing y^ur decision. In decLining those job ■ 
offers, be positive and courteous.. At some future ,time you may van t to 
^eek aawther job wich thi^ c^m^loyei. bo NCrT^I^^^ j5t ure doors by being 
t ude 111 L i d i * (i 1 i..^^ ih. t>e i .1) ottcit* 

w., . .... 1 ....plw.l . ) ft. .-11.. ..l-l. lw.;Ul..t, lol willci )..l> 

Luiiii io., iiiil ^peci.l ..it u.uDtci.i es e . 1 ^i^t . F.>r e.vample. yo,. 

reel an eii.plw^.r luiC3 talked y u into a p i ema t ur e" a ept ciiice on 3 
inlniihciliy en . l:i>L .bl.: joL ofiei. . In thl ca^ie , Cvntinue to aeaich L.>. 
Lc^Lttri jot. .M>poiLuni. i^-^ Vou ...uy nse tt.c.job'ji actual ^itarting .Jatt in. 
youi J. adliiic Lw wl>L..in L.iLet ]uL offets. It ywu du oUtaiu a belter 
job .tter, vvlii.h ywu i>l..n Ln a.cep. , ..all ihe^ilf^il eu.ployei and ludi-di 
Uiai you h.v/e ic .>n:,idc:te.l y.ui jol. lecilsiun Had will 1 1= taking unothet 
job ..tteL. .A wl.en LLeaki.,^ a . eddliig cu^ag^j^iiieni , this anuounc.:men t 
will probai.iy .lodu [>ad re.. 1 i nii:i . Since you proLably cannot expect 
Lo i..t.eive coiK^, 1 d, i rfL Ujft- o.i f u C . . . e job opp,.t L nni L ie.> with liii^i 

c:m,.loyc:i. think twi.., [>ct.ae i^e-.c^in^ ua . ]ul c;ttei a c. , c p L a. . c c . U.,tfc 
iinpwl L a.a 1 y . Lhink Lw....: her. .1*1^ ^Ccc:p».nK ottcl p I elUd t ui" e 1 y 
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LESSON GUIDES FO^R 
JOB SEEKING SKILLS INSTRUCTION 



In the precediiig HiMiLet , ua were presrented key information 

concerning the skill uuhoasj tools and resoiirce^^to u-se in Peeking a 
job. The <:hallenge i ^ you is to use 3'our professional competencies to 
present this information in such a manrifer as to help your students 
increase their job-se^eking skills and the^Lr charices of obtaining their ' 
best possible job. 

A seriea o,f lesson guides which are sequenced, with the content modules 
are provided for you to'use. These guides are intended to aid you in- 
planning your teaching activities. HSwever, the guides are /not designed 
to provide you a teaching manuscrip.t and all your teaching aids. If you. 
want ^o iise the overhead projector, you^jjill need td prepai^e the * 
transparencies you want. If you want t ogti^^^ p u r studenus reading mate- • 
rial, forms, worksheets, etc., you vf±ll need make thp nepessary copies. 
However, each lessor 'guide includes the following componefnts : LESSON 
IDEA/SKILL, OBJECTIVES," CONTENT SOURCE, OTHER MATERIALS ^E ED ED, TEACHING 
TIME, IDEAS FOR TEACHING, CRITICAL LfeARNING ACTIVITY, 

The other materials aecLlons of the lesson guides do not contain 
complete reference inf oiinaL ion . Information concerning availability, 
publishers and so forth is prtiseuted in the CITED MATERIAL section which' 
follows on pages L87 Lu I9z. Yuu will need to ref^r/to this section fof^ 
details' if you ate not tamillar with the material needed. 

/ / * 

The LeachJLi*6 Limew cxlc^ only e^iLimates to guide/you in planning. 
Approximately' ^8 hours (traditional class periods)/ will be needed if a 
comprehensive LruaLmem of all lesson topics is^artempted in class. This 
time may be reduced Lo >0 i^ourts or Ijess if out of clas3 work' and less 
inteuftive tieatmeuL of tli^ t6pi..s Is appropriate 

hiValuaLioM *joLi\ iiic^j ,a i iio l opccltled iH/these giiid<*^ How you 
PAx/v.eed to (evaluate will i,e dictated by youi approach and time limits. 
The objectives and ^.riLixa^ Icartflng activities should imply what to use 
as I he basis fv>,r evaluation / ^ " v 

^mll.^SlL»,»>l <v. ^p»Mt^ii,iii.i ii tuc: oyhcidui t: wi ll be pi ime tacLoi. t> 

141 i*ow you decii^ Lo prcacal ihi uia»erlai./ If yowr major responsibility 
claoSroom teaci»iu^, you will u».doubLe,dly/ precaenc this material in your 
regularly sci*eduled cL^sac. iitDi..g a daily Ic-sson approach. If your majo/ 
responsibility is cJasSiOom t<.a. hlag, vou may wish to team teach with 

classroom Leaci»ero oi v.uuduct sj.eclal workshops or seminars with students 
Some people may waul . u piuvl.ie iuLere-sLea s t udc;n t a Independent t udy 
oppu i I uiji L i ctj . ^ I 

i J 



since schedtillng" workshops, dealing with job seeking skills Immediately 
prior to school leaving time is* a very common^ practice, a few comments are 
In order, A primary advantage of this workshop approach Is timeliness, 
many participants will be using these skills in the very near future. 
However, there are some disadvantages to this appr6ach. If 'the challenge 
of deciding on a particular job to seek is not systematically addressed ^.jP 
until shortly before leaving school, students can do little to adjust the 

LL.a^h . i.nool iprogrju.s of 3:il^ to Lisj^rii t 12 nost relevaiu courses are taken 
a.3 p::^*L>arat Lon foi a t } ulil L f L^d 1 , ^^na-CM^ will be littldl opportunity 

to gain any relevant work laxDjarieiize. >Jear the end of the school year. 
It Is also difficult to schedule isufflcLent time during • reguTar school 
hours and at-tendanqe during non-school hours Is probably going to be 
limited. ; 

, Pilot studies conducted in four Minnesota school systems as part of 
the S.P.A.C.?. Project suggest. that these job seeking skills areubest 
taught as part of a regular class. Students most in need of job seeking 
skills appear least inclined to ^tudy independent3|i.y . They appear to react 
more favorably to group activities. - • 

Two examples ot luaaou piuii^ yon might develop using the lesson 
guides and MODULE m^il^erialo are ^resented immediately following the 
lesson guides. 



LESSON -V * 



LESSON IDEA/SKILLS: 

What are job- seeking skills a,nd why are they important? 



OBJECTIVES: Students should be able tp: • 

1. List the five stages of the process of seeking a job and 
explain the skills involved in each stage. 

2. Give at least three reasons for developing their job 
seeking skills. 



CONTENT SOUkCh;: * ,^ . ' 

MODULE 1 , pag<^£> 2 Lo ' 

OTHER MATEKIAI.^ uttuKD: ' ' * 

ibACHlNo lifiL. I , J. L 1 L..,a 

1 li 1 s le&owii oil .1.1 . A . » . .,.1 ^. i . 1 1 L )/ I iici concept of the \j ob 
seeking skiilt> Ti.. cuuL^uiL of y ha five MODULES should be out- 
lined to emphd:3i_e tt.e idtigt: skills and knowledge required in 
fob scelQlng. St(jd,.tit:^ st^jul » also be acquainted wich reasons 
for develop!. .5 jub seating skills.' Emphasize the Importance of 
making a goud ]q[> .,ele^ Liou or conrlrming a "previous job selection 
Stress ti.e ra<,t ti.at job seeki..g skills ate importauL in getting 

t he be J t p. as i b 1 c ] ot, 

.1.,.^ u,,4 I . .J » 1. li ,i i ..L K.J^ ) . . ,il by having 

atu.ieut ted» I ..b ,i:uiit»ii d ij^.tiptlon page 5 MODULE 1. The 

example: .</o i k:s i . u^i C ^ foiiiiij uud st> .>n i 1 i be b*as i,l upon the 
Jody Joi.uaon , hai6 ,t ci 



J 




LESSON 2 

^ *. - _ * ' . '•' 

LESSON IDEA/SKILLS: ' ' \ 

What are the possible effects of my job? 

OBJECTIVES^ Students sho'u^id be able ^o: 

.in List and exp5j.aiti at Ipast five possible effects of a job, 

' ' \ • ' " • :^ 

CONTENT 'IsOURCE : ' . ' . ' 

MODULE 1,- page 6. ' ' ' . ' ^ 



OTHER MATERIALS ^NEEDED: 

-ft 

None . 



TEACHING TIME: 1/4 to 1/2 hour. 



'IB^-S FOR TEACHING: . ' "* , 

Identification of* the various effects of a person's job must be* 
stressed because too often only the monetary effect is 
- considered. This lesson shoxTld dr^w on the. stiudents ' information 
apd experience. It should indirectly introduce the general 
concept job satisfactions. It may be helpful to suggest students 
think about how an 'employed friend's job-^affects him/her. 



^'Critical LEARNING activity: - ' y • 

students exchange ideas and opinions about job effects. 



123/ ' 



. LESSON 3 

LESSON IDEA/SKILLS: , ' , 

Vhat do I want from a job? 

OBJECTHVES: Student should be able to: 

1. Identify their' reasons for wanting a job. * 

2. Cdmplete a JOB NEEDS IMPORTANCE FORM identifying their ' 
important job needs. 



CONTENT SOURCE: 

' f ' . 

' ^ MODULE '1. pages 7 to 9, 



OTHER MATERIALS NEEDED : 

A copy of tile JOB NEEDS IMPORTANCE FORM for each student, 
Use t^*€'1lnaster fallowing this lesson guide. 



TEACHING TIME: 1 hour 



IDEAS FOR TEi^CHING: 

^ The primary purpose of this lesson is to clarify the critical 
concept of job needs by helping students identify tholr^own 
important job needs, what they want from a job. Students 
should realize a job is not selected simply because a person can 
perform the job. They should also discuss their reasons for 
wanting a job, they are g6lng to Seek work. 

You may wish to provide students with copies of the example 
- JOB NEEDS IMPORTANCE. FORM found on page 8, MODULE 1, or clean 
^ copies of the form to^id class discussion. Present the steps 
and key points in completing tht's form while students are 
completing their personal forms or prior to individual student 
completion of the form. 

CRITICAL LEARNING ACTIVITY: 

Students comple'te a JOB NEEDS IMPORTANCE FOW[. 




imporcance Kating " KanRT 



Common Job Needs ; 

1. ABILITY UTILIZATION: I could do something fhat 
makes use of my abilities. 

2. ACHIEVEMENT: The job could give me a feeling of 
^ 'accomplishment. ^ 

3. * ACTIVITY: I, could be busy all the time. 

4. ADVANCEMENT: The job would provide an oppor- 
tunity for advancement. 

5. AUTHORITY: I could t^ll people what to do. 

6^ COMPANY POLICIES AND PRACTICES: The company 
would administer its policies fairly. 

7. .COMPENSATION: My pay would compare well with , 

that of other workers. 

8. ^ CO-WORKERS: My co-workers would be easy to 

make friends with. 



9. 
10. 

11. 

12. 

13. 
14. 

15. 

16. 

17. 

18. 

19. 
20. 

21. 
22. 



CREATIVITY: I could try out some of my own ideas, 

INDEPENDENCE: I could work alone on the job. 

MORAL VALUES:^ I could do the work without 
feeling that it is morally wr6ng. 

RECOGNITION:, I could get recognition for the 
work I do. 

RESPONSIBILITY: I could make decisions on my own. 

SECURITY: The job would provide for steady 
employment. 

SOCIAL SERVICE: I could do things for other 
people. ' . * ^ 

SOCIAL STATUS: I could be **somebody" in the 
community. ^ ^ 

SUPERVISION-HUMAN RELATIONS: My boss would back 
up the workers (with top management). 



SUPERVISION-TECHNICAL 
workers well . 



My boss would train the 

well. 

VARIETY: I could do something different every day. 

WORKING CONDITIONS: The job would have good 
working conditions. 
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Conclusion: 

My most important job needs arei 

(3) ^ ^ (4) _ 

(6) „ • • (7) 



(1) 



(2) 



(5) 



LESSON 4 



LESSON IDEA/SKILLS: ' , 

do I select my first career job? 

Step l~How should I identify job possibilities? i 

OBJECTIVES: Students s-hould be able to: 

1. Identify numerous job possibilities using various sources 
of help: people, newspapers, books and pamphlets- 
(available in most libraries), tests, and the Minnesota 
Occupational Information System. 

2^ List and order by preference at least 10 job possibilities 
using JOB SELECTION WORKSHEET 1^^- JOB POSSIBILITIES as a 
r guide. 



CONTENT SOURCE: 

MODULE linages 10 to 13. 

.OTHER MATERIAL NEEDED: 



A copy of the JOB SELECTION WORKSHEET NO. 1 ^ JOB POSSIBILITIES 
for each student. Use the master follbwing this lesson guide. 

Reference material or easy student access to this inaterial. 

"Help Wanted" ads. 

'Books : . 

Occupational Outlook Handbook 

Handbook^ of Job Facts • 
Encyclopedia of Careers and Vocational Guidance 
Dictionary of Occupational Titles 
Concise Handbook of Occupations 

Pamphlets : ? 

Education and Work 



-nJ 



OTHER MATERIAL NEEDED: (Continued) * ^ 

T^sts: V 

Minnesota Importance Questionnaire 

(See Cited Material for more details) Also, call your 
Miiinesota Employment Services branch office. 

General Aptitude^ Test Battery 
r If possible, to have administ^ered conveniently and" 
economically. Call your Minnesota Employment 
Services branch office. 

' 

Computer termitial to allow access to the Minnesota Occupational 
Information 'System, assuming your school has agreed to purchase 
the time needed. ^ 



TEACHING TIME: ' 1 to 24- hours. 



IDEAS FOR TEACHING: „ , 

Introduce the threle ateps in the job selection proce'&s to provide 
the students with an overview of the next lesions. 

The students /ou have and your access to instructional materials 
will certainly be prime defe^erminants in how you approach this < - 
lesson. You have ar' real bpportX^nity to introduce students to ? 
occupational information sources , in addition tp people'^and 
newspapers. . You may wish to take more time than suggested above 
to have your -students use references ^ the MOIS system and to seek 
information outside your classroom/school. Be sure you have an 
adequate number of copies of reference jnaterialis to allow each 
student access to the materials. (We would not • recommend use of 
the D.O.T., Dictionar y of Oc cu pational' Titles ; without taking class 
time to acquaint students with" this book. It; is a tremendous 
refer^nc^, .but a challenge t'o read.) - 

/ »e sure you^ dc| eilcqura^e ^s-tudent^ to ejcpJlore jot^ possibilities . 
th^'may. not ha^^e- Q^nsidereid^.' CQnsider*% on Job 



possibi'litj^esn .'.the^X^pl^-^^^^ p^gfe:^^.:^^ 
should be di^Q*igfe^..V-^ "V./ V'-V* 'v'^!^a*'^:^ • -.^ : 

Note: Tests such as the MCQ or. ^AffiB^'islfo^ 
for students to have the ye^idts;^'^^^^ 
.lesson. If you do'.jiot' have /th«t;i&i^^r|5^ 
™ave 'your students take these t^spi^^^^ is* 

worth it: - " : ' ^* ^ " ^ ^ ' • 

CRITICAL LEARNING 'ACTIVITY : ' 

Students complete their' personal J.OB SELECTION WORKSHEET NO. 1 ; 
^ JOB POSSIBILITIES.' , . • / 

•■• ■ • 

-120- ' . 



What method or source did you use to 4.dentify 
Rank Job Possibilities this job possibility? 



"1. 




AFTER LISTING JOB POSSIBILITIES AND THE METHODS /SOURCES USED, YOU SHOULD TRY 
fo RANK OR ARRANGE THESE JOB POSSIBILITIES IN YOUR ORDER OF PREFERENCE. USE 
THE SPACES AT THE LEFT SIDE TO RANK THE JOB POSSIBILITIES IN DESCENDING ORDER 
OF PREFERENCE. . , 

t 



LESSON 5 



LESSON idea/skills : * 
^ How do I select my first career job? 

^Step 2-«How should I evaluate each of my Job possibilities? 



Q^JECTIVES: Students. should be able to determine: 

1. How well a job possibility will satisfy .their important 
job needs. ' ' 

2. -The current availability of their various job possibilities 
in their areas. • " . ' u 

3f. How well their qualifications match the minimum requirements 
of the various job possibilities.- 



CONTENT SOURCE: ^ 



i^ODU^E 1, pages 12 to 35. ' ^ 

OTHER MATERIAL NEEDED: ^ j 

Copies of the JOB SBI.ECTION WORKSHEETS 2.1 - JOB NEEDS SATISFACTION 
2.2 JOB AVAILABILITY -and 2.3 - JOB QUALIFICATIONS. Use the 
masters foilo>^ing this lesson guide. 

' v 

ReTerence material or easy student access to this ' 
material.* 

See thg^ LESSON 4 listing. The same materials will be used in 
this lesson. , , 

; - " ^ ^ ■ f' • 

TEACHimG TIME: 3 to 6+ hours. ' ^ 

IDEAS FOR TEACHING: \ - ' ; , 

You may wish to treat each of thfe student objectives 'for this 
lesson/as a lesson idea/'skij.l in your planning. 
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IDEAS FOR TEACHING: (Conbinued) . ■ 

S6bp 2f^Fac tor 1 . How shpuld I proceed to (Jetermitic! Jiow well a 
job possibility will satisfy my important job need|? fr\ 

This is the first screening of^job possibil.ities . The students' 
must use^their personal "*3ob needs* information (LESSON 3 7 results) 
and obtain information ->or\ which job needs various job possibilities 
will meet- If available, the MIQ will be very helpful in this 
process. If people afe the ^primary source tDf information on the 
type of satisfaction various jobs will provide, encourage students 
to talk to. more ithan one person in a particiilar job. 



ciilar j< 

r 

the 



You may wish to use the comp-leted examples the JOB NEEDS 
SATISFACTION worksheets, pages 16 to 20, MODULE 1, wfien explaining'" 
.how to complete this worksheet. Ideally, you, will provide the 
students with a new JOB NEEDS SATISFACTION worksheet and work 
tfirough an example using the steps and key points on pages 15 and 
21, MODULE 1.* Students should'then complete the same process, for 
their own job possibility and draw the appropriate conclusion.' 

Step 2 — Factor 2 . How sht5uld I proceed to determine the 
availability of a job possibility? . n 

DEFINITION: Job availability = Number of job openings - Number o* 

job sefekers . ^ ' 

This activity is very important. It should help job seekers t 
realize that personal needs and/or interests in a job will not 
^mean the job is available, particularly at a given location. 

The Minnesota Employments Services branch offices should be * 
contacted -for job availability information such as the "Job Bank" 
system. .News media information is often very hel{ifula The 
"Help Wanted" advertisements are a readily a-v^ailablib' and excel- 
lent Source of job openings. 

Introduce your students to the' procedure for using the "JOB 
AVAILABILITY" worksheet, steps and key points oq pages 2> arid '28. 
Proy^de worksheets for students to complete as you explain the . 
steps.'" . ' . 

Use data from one of the .completed examples", pages 23 to* 26. { 
Present the other examples fpr student study. 



Students should then complete the same process for their remaining 
job possibilities, those ndt eliminated in Step 1 above. 



6 % ^ . , 

IDEAS FOR TEACHING: (Continued)' • 

— Factor 3. How should I proceed to determine my 
» ^uj^lifications for my remaining job possibilities? 

The first stage of this activity is the identification of worker 
requirements. The Dictionary of OccuB^aj^onal Titles (D.O.T.), 
and the GATB redylts will be very hel[pful at this point. The 
second stage is a student self-assessntent . Discuss the importance 
of objective and hones't self-evaluatipn. 

Use the steps and points outlined ^iwbi pages 30, 34 and 35, 
* MODULE the examples 'on pages 31 <Qt^p3; and "JOB QUALtFICATIONS" 
worksheets in explaining this procediHre. Emphasi£g/ the^ need to 
identify (star) those requirements wfiic^ are essential and must 
be met to even be considered for a job." 



CRNJCAL LEARNING ACTIVITY: 

Students should complete the necessary number of JOB SELECTION 
WORKSHEETS: • ^ 

2.1, - JOB NEEDS SATISFACTION • 

2.2 - JOB availability '*^ r 

- 0/ ^ ■ 

2.3 - JOB QUALIFICATIONS. - 

Students should save their conclusions/or worksheets for the next 
lesson and future reference. ' ^ 



1 o J 
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JOB SELECTION, WORKSHEET 2,1 - JOB NEEDS SATISFACTION 



^ob Possibility: 



Iinporl;ant Job Needs 
(list in rank order) 



What is your information and its 
source? 



■(_ 



V 

Will This 

Need Be 
Satisfied? 



1, 



\ 

2. 



T 



5. 



6. 



7. 



V 



Conclusion: 

TJiis job will meet: , • 

' none of my important job nefeds. ^ 

only 1 or 2 important job needs, (few) 

_ 3 or 4 important *Jpb needs, (some) 
5 to ^7 important job needs, (most) 



. IF THIS JOB WILlV NOT MEET ANY OF YOUR IMPORTANT JOB NEEDS, YOU SHOULD ELIMINATE 
THIS JOB POSSIBILITY, AND START EVALUATING THE NEXT JOB POSSIBILITY. 
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JOB SELECTION WORKSHEET 2.^ - JOB AVAILABILITY 



^ I- 



Job Possibility: 



Source * 



1. Mmiesota Employment 
*' Services 



Inf oiyiatioTif - Facts - Notes 



Worker 
Demand 



Wo rke r 

Su pp l y . 



2. liocal News. Media 



3. . Friends and Relatives 



A. School Counseling/ 
Placement Office 
and Other Staff 



-^5) Occupational Out- 

•look Handbook/Briefs 
and the MOIS 
Computer System 



6. Unions or Local 
Employers ' 

7. Civil or Govetnment 
Service .(^^d^ral^ 

. . , " State, Countjj^) 



8. Other: 



(specify) 



Conclusion ; 



It appears that there are: 



no openings at this time. 

fewer openings than persons seeking this job.- (D<S) 

as many openings as persons seeking this job. (D=S) 

more openings than persons seeking this job,. (D>S) 



NO 0^ 
\ND ?TA 



IF THERE ARE NO OPENINGS FOR THIS JOB AT THIS TtME, YOU SHOULD &1,IMINATE THIS JOB 




POSSIBILITY AND START EVALUATING THE NEXT JOB POSSIBILITY.. 
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/ , JOB SELECTIO^ WORKSHEET 2 . 3 - JOB QUALIFICATIONS . -| 

Job Possibility: ^- _ I ' 



Infcrrmatlon Sources on Requirement^: 



MINIMUM REQUIREMENTS 



Special Skills /Abil^t ies : 



3. 



YOUR QUALIFICATIONS 



Can you satisfy 
this requirement? 



What evidence can you 
present to an employer? 



Work Experience: 



Education : 



Other: 
I. _ 



■I- 



Conclusion : 

I can satisfy: 

none of the minimum requirements of the job, * 

. ' ' some of the minimum requirements of the job. ' • (Q<R) 

' all of the minimum requirements, most just barely. ' (Q=R) 

all of the minimum requirements, most very easily y (Q>R) 

</^IF YOU CANNOT ^MEET ANY OF THE^ MINIMUM REQUIREMENTS, YOU SHOULD ELIMINATE THIS JOB 
POSSIBILITY Afro START EVALUATING THE N^XT JOB* POSSIBILITY. ^ , 



ERLC 
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LESSON 6 



WESSON IDEA/SKILLS:. , ' r ^ 

How do I select my first career job? 

; : ^ . 

Step 3 — How should I proceed to select the best job tocSeek? " 
- , ^ • \ 

OBJECTIVE^: Students should if^e al)le to: 

1. Explain the interaction of job availability and a person's , • ' 
i job qualifications (Figure 1, page 37, JIODULE 1). . 

2. Decide if they want to. assign different or equal importance to' 
the thriee evaluation factors: needs satisfaction,, ^ ^ 
availability and qualifications. 

3. Select their own .best job to seek using JOB. SELECTION 
WORKSHEET 3 - »£HOOSING THE BEST POSSIBLE JOB. 



CONTENT SOURCE: 

♦ Ji^ ' .... 

MODULE 1/ pages 35 to 40. 

* ■ 

OTHER M/^TERIAL NEEDEI>: ^ 

A copy of the JOB SELECTION WORKSHEET 3 - CHOOSING THE BEST POSSIBLE 
JOB for each student. Use the master following this lesson. 

Results of seep 2. Students will, need their data to complete - ' 
• this less6n. 



'TEACHING TIME: 1 hour. ^ ■ . 

« * - *• 

IDEAS FOR^ TEACHING : ' ' ' 

Discus^ the prgeess of selectflng a job. sure to review 

Figure. 1 to help students understand the relationship of job 
availability and a person's job qualifications. 

Explain thd streps "Outlined on pages 36, 39 and 40,. MODULE 1.' Thfe 
examples on page 38, MODULE 1, 4j±1i hej.p illustrate this process. ^ 
Students should* then , complete their own job selection processes. 

CRITICAL LEARNING ACTIVITY:^ v 

Students should complete their own JOB SELECTION WORKSHEET 3. - 
■ CHOOSING THE BEST POSSIBLE JOB. . \ ' 
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S JOB SELECTION DRRSIIEEI 3 - CHOOSING p. BEST POSSIBLE JOB 



.Worksheet Conclusion 
. (Factor Store) 



Remaining Job Po^itimties: 



1. 



2. 



J. 



> 4. 



5. 



t 



Factor 1 
Job Needs Satisfaction 



Few 
(-2) 



Some 
(0) 



Most 

(+i)' 



Factor 2 
Job AvailaklltY 



D<S D»S 
(-2) (0) 



D>S 

(+1) 



Factor 3 ' 

< 

Job Qualifications 
Q<R H Q>S 
(-2.) (0) .(+1) 



Total 

Score 



Conclusion: 



The job possibility with the highest total sgore is: 
.The job possibility I ha\re selected to seek is: 



IF Tffi JOB YQU CHOubh mUl IS NOT THE ONE WIIH THE HIGHEST TOTAL 'SCORE, VOU ARE PROBABLY WEIGHS FACTORS* 
DIFFERENTLY. MAYBE Yuu/aRE ESPECIALLY SURf OR ISURE ABOUT ONE OR- TWO /FACTORS. WHILE IT IS NOT CRITICAL THAT. 
YOUR M SELECTION BE TO^NE WITH THE HIGEST TOTAL SCOREj^T I^CRITICAL THAf YOU CAN CLEARLY JUStiFY THE 
DIFFERENT SELECTION Tu YOURSELF. 



ERIC, 



)RE,J1 

4 
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LESSON. 7 



LESSON IDEA/ SKILLS: 

What is a personal data sheet and why should I prepare one? , 

OBJECTIVES: Students should'be able 




o 



1. Describe what a personal data shVet is 

2. List at least four advantages of preparing a personal 
data sheet. 

• ■ ■ ' ■■■■ V 

CONTENT SOURCE: \ 
' MODULE 2, pages A2 to A5 , 

OTHER MATERIALS NEEDED: ' ' > 

Copies of Jo Delano Johnt>oR*s personal , data sheet, pages 43 and 
AA, for your students. 

Examples of other personal data sheets, if desired. 
TICKING TIME: 1/2 Lu 1 hour, 

IDEAS KOK TEAUHiNU; 

Assuming ihc ac^iJcuLo hdvc compleLed the Study of the MODULE 1 - 
DECIDING ON i:HE JOB Tu SEEK, and/or have identified their job 
qualifications, emphasize that the perisonal data sheet is a vehicle 
u^ed to present one's job qualifications and sell one's 
qualifications lo an cimployer. 

Discusfc> wiiat a i-xj 1 av>.ia 1 ddLa ahecL Is dnd review Jo Delano Johnson's 
personal data .iheei Lo . lariry what a personal data sheet might 
contain. List advantages of a personal data sheet and clarify 
each thiwugh '^l^^t* discassion. Stress the advantage of a positive 
impression. Rccogikizc ihat noi all jobs will normally require a 
personal dai . slieeL, t^v.L ma^y people may eventually want a job 
where a i,cifc)0».al ddi^ sheeL nuisL be prepared. It Should also Lt: 
noted LI. at cuip lo^ luent ^ippli.aLiw>iiS are regulated and becoming 
more ^ t and. i d i «icd and personal data sheets appeat tO be gaining 
more 1 lupo I taii^c i.. iti job i>e<jiiii^ process. 



LESSON 8 



LESSON IDEA7sKILLS: 

How do I prepare my personal data sheet? 



OBJECTIVE&j,^ Students should be able to: ' . 

1. Select positive information to include qn their personal 
data sheets. ' 

111 1^ * tent to bt iiicliiQed in 

eacl- c£ vt y . i i ca h sheef : * HEADI^X?OSITLON 

DESIR.D, fEI.:ONi^I FC Mni3N, JOB-RELATED SKILLS; WORK f 
EXPERIENCE, EDUC/.llON, ACIIVITIES AND INTERESTS" and 
REFERENCES, 

3. List the steps In preparing a personal data sheet and explain 
the major factors to consider in completing each step. 

4. Complete a satisfacLory personal data sheet. 



:ON;PfiNT SOURCE: 

MODULE. Z, ya^c^ 4:? lo :>A 



OTHER MAitiKiAi:^ nl^lulu. • 

Copleo ot die liaitatiw^- viutscrlpLliai of Jo Delano Johnson on 
page 5, MuDUl.L. 1, and Copies of perKonal data sheet,, 
pagea 4 3 and 44, wtsed ia LESSON 1. 

5LuJc;.iL^' >....! iob bLltiCTiON WORKSHEET 2.3 - JOB 

gUALIFICA 1 10Nf> 'fur Lhe job seltjcLed in LESSON 6 of MODULE I, 



' i^o.... . ii 1 , t,,,, dectiuus. The Jrii&t 

decL I 1 y . 1 i ail i or L ESSwN 1 and addresses 

OBJEcTdvES 1 diiJ Em^liatil^c Lh seleCLl,,n of positive lijfoim.i 

tloii by helping . t 1 lilt, apply ciiierla for Inclusion of Itemri 

in e.ich of the .{:;^,tl ua . t I iitz peiduilal datu a^ietlt while Levlewltt^ 

/o Deld.o J ulii» ' a uji.aLivu . e ci u r 1 p L 1 ,11 aii,l personal d.^La 

jiht.eL Y.,»i jIoo ..J wliili 1 t> i.itiojuc.d ollidi" j>ersunal \iaLa 



! 

IDEAS FOR TEACHING: (Contlnu^'cl) 



The second section is tne personal skill development 
component of this lesson. The ability to develop a personal 
data sheet is, best taught by having students develop their own 
personal data she€t. You should present the suggested steps an4 
relevant key points for personal data sheet preparation, 
pages 52 to 5A, MODULE 2. Then, students should prepare their 
own personal data' sheets for the job selected iti LESSON 6 of 
MODULE 1 or by a similar process. If the majority o^ the 
students are not going to seek employment in fhe selected job 'in 
the near future, you tnay w^.sh to evaluate their personal data 
sheets after step four"-'i modified original draft copy. ^ 

Be sure to emphasize thi2 point that a poorly prepared personal 
data sheet is worse than NOT having a personal data sheet. It 
* will produce a poor impression I 

Note: Students will need to obtain information abou^ persons 
used as refer^ences. You may wish to have them do this during 
class time or outside of class time. You stiould also consider a 
strategy for identifying*^^«^ofreaders such as other teachers, 
parents or students. 

CRITICAL LEARNING ACTIVITIES; 

Students identity and apply criteria for inclusion of information 
in a peVsonal dat<i sheet- 

^Ludentii develop Llicli own peraoiial data sheet, for a selected job 



LESSON 9 

LESSON IDEA/ SKILLS: 

How do 1 use my personal data sheet? 




OBJECTIVES: Students should be able to: 

1.^ Discuss ^ey points to consider when personally dellvering^r 
when mailing a personal data sheet. 

iu!. , yi.\kaL.^ iu give their 

3. Out-lint! . \\i.u ict .i.i jiu.ljiig their own personal ^ata 
shedj:s'. 

/ 

CONTENT SOURCE : ' 

.} 

MODULE 2, pageri !>!> lo !>7. 

OTHER MATERIALS NEEDED; > 

Businc!23S direcLot led/l IciLlugs or easy access to copies. 
Telephone dlrecLorles, ^ 

TEACHING ilMh: 1 i ^ liouta 



aiiia loaaoti I.. i i . . K. ii. .4iiu^ wlcii d parLlculai' approach to 
seeking a j.^b. Diauiibs > he key f>binto L© consider;, when 
personally <||b 1 . w e c 1 ng a per^^onal data e^heet . Since most people, 
Including >Ouroelf. gioLably do not mail* personal data sheets 
as suggested in Ltie conLenL tor this lesson, be sure to present 
the: positive poini .jf view and also do not fail to stress the 
faci LhaL being ditfeient i han one's peers may be d real . 
advantage J^ten L^ceklng a job. You might Want to compare rUc 
mailing aiproa, L to an a.lvert i ^iug campaign. 

ihi^ i^.>son i . i.v. ..I i>i^vv,nt tiii; dilt^mma; "Ni^w Lii.,i i 

have a pelt* ual JaC . Stic I . wi.at should I do with ii'i Xwo li .ti. 
are , rosentiiJ. nJ ti.e a*Jf d . . t pro\/iJe i wtien applying foi 

]ob.> will be ai^^hiiglitiJ iii MODUi 4. ^ 



IDEAS FOR TEACHING: (Contintied) 

Have students use available business directories/listings to 
identify perso.ns to whom they should send or give their 
personal data sheets. Have them ask friends or fellow students 
for names of contact persons. Telephone directories are usefSUl also. 



CRITICAL LEARNING ACTIVITIES: - ^ 

Stu(ients develop a List of persons to'' be given their own 
personal data sheets. 

Students dj^L li , ag their own persona 

data shee\: 3 , . 



LESSON 10 ^ 

LESSON IDEA/SKILLS: 

* 

How do I prepare a cover letter for my personal dat^a Sjiieet? 



OBJECTIVES: Students shoUld be able to: 

1. Describe and explain the key functions of the persbnal 
data sheet cover letter. 



3. 



Explain the maj 
letter. 

Recogniz^ the k 
unsolicited mai 



4. Write aDpropriat: 

CONTENT SOURCE; 

MODULE 2, pages !)/ lo ol 



,:c .der wh6n -writing a cover 



c d erences between an 
lici id mailing cove^ letter. 

ers for their personal data sheets. 



OTHER MATERIALS NfcifciDEU; 

Copies ut Lhe cAtimpie ...wvci LiLLeYs, pages 58 and 59, for 
student reference. 



TEACHING TIME; I l.oui 



ilie iui^.>i L ail. ^ 1.1 i , 1 Jjlu slieeL covet letter should be 
m^dc; t;J ear . Hip I u.ieii t s rea i ize the example cover letters are 
not the only ^ty\ ^ coiiaidc:red acceptabXe, but they are acceptable. 
YuU'^liiay wijiU Lu piovide ddditional sample cover letters. Discuss 
the fim. Lion,, or and Llic factors to consider in writing personal 
da^cj jiheeL cuv.ei 1 e t i c i s and diftercnces between solicited and 

un jioliciLeJlcLt.ia ^ 

Uu x/c. I .1 « > , I I » I 1 , I » t s. 1 L . - i L liu 1 1 pel clonal daL c» 

jiheeiiS. You ill ii kia ih.-.ld it you want to involve oLIier people 
in Lhe . valiiaLio.i pio,j(^a;» of cvaluaie Li.e cover 1 e 1 1 e rdl^er soiia 1 ly . 



I i .1 It 1 . 1 1 1 . 1 . . \ i / 1 



1 ill, Uui. . 



I t 



LESSON 11 



LESSON IDEA/ SKILLS: • ' 

What are my best|p0urces of job opportunities and how should I 
use them? 




OBJECTIVES: Students should be able to: 

r » 

1. Describe advantaees and disadvantaees of the^five most 

frequtnil; i . relies: I'laax 

relatives ai i \ t i i \ • i \ ii,ii)ner.t Serviced; . > . 
^elp Wantec' ac,£; sctc: . i.ii :« li [ placement offic^iB; and 
pri^jate eaploj oieintagenQlej 

2. Explain the major factors that nmst be eon&id^red when using 
each of these five sourcep* 



CONTENT SOURQE: 

MODULE 3, pakea 64 Lo /i 

OTHER MATERIALS NfiEDhD; 

Copiep ut Ltie ''contouL , H^gt^^ to 71, probably should be provided 
for stude Lit use . 



j^i^ons , an 



Newspdpei "Help jL.ia , particularly Sunday ecrl^ons , and 

various ptivate employment agency contracts (if available). 



ic;ac>w.. < . . . . .. ucw intoLiuaL lo4i for many 

sLud^nLa. iL Lu.;/ V/ ry aa iaabie Lo hdve students read the 
content m.. i c; i i a 1 on eiiiiMg each tiourcc after stating the objeictlvea 
for thlo lesson. Thtn, llsi and dlscusa the advantages and 
di Sud vau I ages ol <.acli £i<.u rile aud note the Important factors to 

IdeV wh en lis. tig ol evalu^tiu^ eacii source . If possible , use 
newspape* ads an :l e.^p L,yu»euL agen. y contracts to make the 

dlscussluii re lisiio fol the students. 



L ) L. op,.... 



I ..Li 1. 

lii.iiLes /f vacii 



LESSON 12 ^' * 

LESSOR IDEA/SKILLS: . * 

How. (JO I develop my, search strategy? 

OBJECTIVES: Students should be abl^ to: 

1. Develop a job search strategy which considers: their best 

tine; ^. i , it. il n €:ii/,.cve/^ . uiiUuct, 

the picice i it i . ir t . : ;tdi^ rmt i.co'ersM and vtiici oiipio^eys 
J to contaci iiia ^ ^ ^ .*y-v:-; 

2. Use ari apprcptiste til^^pLcce procedure to contact employers. 

CONTENT SOUR-C'E: 

MODULE 3, pages 71 tu 

\ ^ ' 

OTIJER MATERIALS NEEDED; V 

Tei^epheuiJ receiver t^ra^-Llce sets, if readily available with 
recorders. 

TEACHING liMl:,; I liw.iiti ' , * . 

IDEAS FUK ItAUiii^Ju. 

i^teSuiiL Lhu j^. Lu be made prior to a~>ob search. 

Discuss the key at.pecis ut each deuislon. Have students develop an 
outline fur their p^lraoual job search strategy. 

FieseuL Lhe ma ) »> i ^(ut>a auA poluLs to GODS 1 der^when telephoning to 
contact employers ^ / *' 

ir puoaiLlt j^iiA . ..^.u / , i i ».v/lac: upportuulLy fur A)le p faying/ • 
a iiiiulat^lun ..f Li.e i uceduc . uf telephoning to contact employers. 



Si I. i». ..t ^ K \ i K \ . . . , , ».* 1- ...... i 

oi Cc J 3u » 1 ).> P i -O" 'J 1 emi>loyer contact. 



1 J 



LESSON 13 (• 

I/ESSON IDEA/SKILLS: J ^ . " 

How .do T prepare to me'et an employer? . 

OBJECTIVES: Students should be able to: 

1. Gather meanineful In format ion" about an employer and/or the 

= \;iw?r liiu:. .i i. . . i >- : d ; m t i al enfployees . 

3 J DevBlo-; 3 li= ijj? iLp . r ) sk about- a potential jio^. 

' ^ A\') Secure material t.iey .leBd c o take^with them when meeting a 
^ V potential employer. y ^ • 

5. Prepare pliysically for 'a personal meeting with an employer. ■ 

6. , Meei d but»iiiet»t» rep re s eii t d t i ve /empl oyer in an acceptable manner. 

'j ♦ • 

t:ONTENT SOURCE; * " 

'MODUI.h 4, ya^t... /c i,, ti> - ' 



OTHER MAl'LKlAi.^ ULlAnAt . Ji 



You iii^y 1 i.iJ u < .... ...i.iit lo pLvJvidt: Students copies of the 

ColU en L Sinir . e ...a L t.^ i i a 1 t> n. , L e.i dbo ve . *^ 



pro cdiiic n. I.. I M 1 ^idth ti.ig ii.form.4t iwn about the 

cjiup U-ytJ 1 /I . li : 1. .li .iit^fl> ouLliiifcd in the <;uatt:nL Ui*4it..i.ii 

l>a^c rivDiill ; i , a <lcaL shvMiid be eiiCOurdged to learn dboUL 

Lfie^.ihpl 1 1. .5 i ut t,t i^:^. bci..ic indicators of finauiidl 
.^tSi 1 iL / 



i 



IDEAS FOR TEACHING: (Qontinued^*- 

^ ■ . " <^ . . ' - , , 

The preparation needed to answer questions employers may ask should 
inv61ve student performance — response to questions and discussion 
of the response approaches. Personal data sheet questions should 
also be included. Role playing with students responding to, 
different questions is perhaps the most desirable teaching 
acViviCy if two^ or three hours of time caft be designated for this 
acti^^ity. * • , ^ 

The development of ^ list of appropriate questions to ask about a 

J : b ij n L i j ^ 

j D b n. » i i 3 h I i . . , i J I , . i 

job w±l L Mi : ; : i . ; [ ; ii >wa 1 i . 

Alert si:idtMiu. :i) Li,.,i j: i ji.i t * an i t.ie nead for caci • 

Discuss the mirMrL.ils m :\ .Uiju i:6 secure and take with 

them when meet:lng an ,.npj ) / ji: . ,)i;ade;its should identify the 
materials appropriate foi l:neif job situation. 

^ Proper physical preparati>ti befpre meeting a' potential employer 
Is obviously important. £t- may. be helpful to ask area employers 
to visit with students about physical appearance, but be sjare^JiJaey 
are representative o^ most employers. 

Discuss the imp(^rLauce oi: arriving on time for an appointment to ^ 
meet an employer. Review the projcedure to follo<7 when arriving 
at the business , Introducing yourVfelf and asking to see the person 
you want to meet, playing or practice by each studenX is * 

recommended. Lestion 16 deals with completing * an interview. ^ 

CKlTiCAi. LKAKN^Ik; ACi i V if^l^E^Jv^ ^ ^ 

* SniJeiiLia L 1 C3 1 a<.#o i 1 1 y reiiipunJ Lo Lyplcal employer questions in 
a role p lay ing silual ion . 



I »iJt;nL i> I o)*u I u uu<i iu<,K.i ..I |,wic;iiLlai employer la a role playing^ 
aiituaLioj^] 



LESSON 14 

. ■ ■ dk 

LESSON IDEA/SKILLS: 

How dp I complete employment application forms? 

OBJECTIVES: Students should be able to: 

1. Ex^^lain the -r'^'^''''" p""* — t'^'^ "z^'T'^-'^Y — '"'^ ^Tt 
ho^ applicat o: ,i lii^ it . . eiuuiai • ta sn-et, n.i with whom 
to file a c: ipliiit ii apni Sitxons appi to discriaiinate. J 

2. Outline the steps aid 63<p]ain the key points to consider in 
completi^ng cEpiloynent application forms. ^ - • 

3. Neatly and systematically complete employment application 
forms. 

■>>■ ' " • 

CONTENT SOURCfc:: . ' 

■X MODULE 4, pageti b3 Lo 92 

OTHER MATERIALS NEEDhD: ' 

Coplc:c> ..r cmpioymeiiL a pj. U a L 1 oi. tuvuis foT Student use. A oopy of 
the cuirei»L Mi[UietioL.. Employmeiit Services application follows this* 

applicacion and of the sample 
Mliinea.,Lci hmp ioymeiiL Setvice:^ application, pages 86 to 92, MODULE A. 

<# 

1 L.Ai.il IWG 1 illl.. . / I. ... . 



ilii., K.,, . 1 . . t i. , J., I. di-ck,.io will complice 

many L imei> , i L i ... i i ^. 1) i i c a 1 1 d 1 1 gh i 1 y . / 

b.. .. i I . . t . ; . . i I . i J. . . I .111 . V. w 1 l.c: 1 n jti' i» I ijiiui .1 . . v . tj L a L e . 

Di .^.i^c. til lethal ijuc: Uuiib involve* wtieti empl.,yer.. requt^st 

aiaci iiu.iuu ly in ijiiii.ilioii i» JJ^^p 1 Ic^L ion formti, but emph^sJ^^ i ii« 

I 1 a.ka i I V vj 1 \' L d ill li u t p I o V 1 ,1 i , . ^ i,u f o t iua Li n . 



IDEAS FOR teaching': (Continued) ^ ' 

* ' 

Review the steps'and key points to consider' whieri comj^lfeting %mployoient 
^ application forms,, using the examole r^f ere^ces^iilay , help clarify ;. 
this procedure. , ' . ' i 7 

Have students complete an application and critique^ their classmates 



PDtttPAT TT7AD\iT\ir« AnrrT\TTmj , 



1. i. Lit: 
Mi i.nes 



[ . , lie i(.xni,an£l/o^ the' , 
i ] : : a t :ion. 



LIST BEUOW THp QU AttFICATIONS YOU HAVE THAT-RELATE TO YOUR JOB OBJECTtVE 



< 




^ ■ . . . ■ /. . ■ . ■ ■ 


LIST^E EmPLO-Y? PS whEr'e YOU HAVE 
GAIM^D THE FXFEKIENCE SPECIFIED ABOVE 


DESCRIBE YOUR JOB? SPECIFY ECjijIPMENT AND JOB ^ILL REQUIRED 



— 


END -.^^ ' 

WAGE 


JOB TiT LE . -V 




END 
DA T.E 


EMPLOYER - . 
* - * 




WAGE 


JOB TiTUE ♦ « 


i 




I I Soctpl Sacurify Numbar. 



S<otui .jjJl 
D Port Time 



□ S.O.. □ 



□ No 



Appi'COt.or. Cord 



MINNESOTA PEPARTMENT OF EMPLOYMENfT <.F»V«Ct 



rnt>iCANrr; p' fVE cov.pl.ete: DDCCC UIADP\ 



APPLICANT: PLEASE C0M.f<!^T2- 
ONI Y THE UNSHADED AREA 



REPORTABLE ACTIVITY 



CALt 


1. 


EMPLOYER, AGENCY OR 
TYPE OF SERVICE 


JD 


, CODE 


ORDER (DUMBER 


Pay 


OUR, 


RESULtir^ . 






































































<' 
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^ ' ■ ^ 










































/ 




^ — 
























- 






— ^ 














OTHER INFORM-JiTION / \ . 

— — - ^ : ^ L 




U \ 




y . ■ - 



OTHER SIGNIFICANT WORX EXPERIENCE 



L AS5"-' I c A "on 



LIST BP LOW ANY QiSABlLlTv 
iPHy^iCAL. EMOT'OnAl O' 



MILIJARY SERVICE 

i' Ranch 



Da $ CF 



DID yCj : l^'^ F in vieiNAM, CamBO^ia OP TmE □ Y B S 
BOUnOajJ'' ^'ATt-SiMMFOUrPLYAOiACtN'" \j C^*o 



' OF 5r;AfMLiTY 



EKLC 
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LESgON 15 

LESSON 'IDEA/SKILLS: 

How do I take employment tests? 



OBJECTIVES: * Students should bg able to: 

1. Exp Jain the legality of employment tests and the risks involved 
in questioning or not taking an employer's test. 

2. Describe the purposes and characteristics of ability alid 
4 personality tests. 

/ * . - ^ _ ^ 

3. Pyepare to take employment tests. ^ 

A. Take employment -'tests . 

CONTENT SOURCE: , " ^ . 

. MODULE 4, pages 93 to 95 

OTHER MATERIALS NEEDED: 

Manuals /books tor preparation for employment tests or ready access to 
these materials. . _ ^ 

/ 

4^ Sample or specimen"" copies of common ability and personality tests. 

. Tests to Cake or the results of previous tests. 

■ / - i 

TEACHING TIME: 1 to 2 hours." " 

IDEAS FOR TEACHING: ^ ^ \ 

This lesson should be a basic introduction to employment te^ts. 
The content source material, is basic, but by no means exhaustive. 
Stress a positive attitude toward 'tests . Students should realize 
the importance of doing their best, buit not becoming too tense or too 
unconcerned. ^Discuss the rights of questioning the validity of 
tests, but be sure students recognize their risks. 

If you are a classroom teacher, involve representatives of the 
school cpunseling program when possible. These people should be 
able to: provide sample test fortns for student review; ^discuss 
.| test-'taking strategies, particularly for personality tests; administer 
and/or explain common tests and provide you with information about 
w tests. ^ , 

^ ' -144- ' . 



IDEAS FOR TEACHING: \ (Continued) 

You may want' to role play a situation wherje a job seeker has been 
informed, ''You di^d not pass the employment test.", and the test is 
of questionable Validity. , 

CRITICAL LEARNING -ACTIVITIES: 

1. Students react to problem situations involving employment 
testing. . 

2. ^tu^ents describe the purposes a^d characteristics of ability 
and personality tests. 

3. Students plan their preparations for employment tests. 




% ■ 




LESSON 16 



LESSON IDEA/SKILLS: / * 

How do I complete an employment interview? 

OBJECTIVES: Students should be able to: 

1, Define an employment interview including its purposes for 
employers and job fseekers, 

2. Respond appropriately to employment interview problem 
sijiuations. 

3/ Complete an employment interview. ^ * ' . * 



CONTENT SOURCE : . . \ ^ 

MODULE 4, page/ ^5 to 99 

HER MATERIAL NEEDEdTM^ • Ii 

> - 




Copies of the INTERVIEWER GUIDE SHEET which follows this lesson ^ 

tap 

/ 



Video tape equipment and tape^ if possible or^ audio tape recorder. 




NrEACHflJb. TIME: 2 to 4 hout-s. 
>^ IDEAS FOR TEACHING: 

N>< Many job seekers will^ot experience , formal and lengthy interviews. 

Emphasize the neeti prepare for trre-^^j^^qrmally ^arranged interview 
"as well as the formal in^^xview. Discuss the purposes of the interview 
for each party involved. / 

cuss the prob-lem situations using demonstrations and/or role 
playing. when feasible. . If time permits, students should be placed 
in the position of h^dling these problems, ajid you and the other 
students should discuss their responses ("fish bowl" technique). 

Discuss the employment interview process.. Demonstration interviews 
followed by analysis by yourself oj resource persons such as 
employers and placement personnel are very effective. (Video tape 
equipment will increase the efficiency of this leartling activity.) 
The ideal situation is to have eac^ student complete least one . 
^ interview. To accomplish this, youSwill need a considerable "^ount 

• • -f'. 
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IDEAS FOR TEACHING-: (Continued) ' ^ ' 

of tiSie.and will have to use resource persons or your students as 
interviewers. The INTERVIEW GUIDE SHEET is provided to h^lp 
, interviewers, particularly students. ^ Review the sheet with 

persons using it. .It may, be helpful to have additional people use 
items ^ to 9 as an evaluation sheet for cofranents. ^ t 

•Note: The .self-evaluation activity in LESSON 5. below might be 
incorporated as a pa^t of the interview evaluation. * 



CRITICAL LEARNING ACTIVITY: ^ ' • 

1. Students complete employment interview in a role placing 
situation. 




• INTERVIEWER GUIDE SHEET 



For use by a job interviewer in a^'tole playing exercise. » 



Steps ' 

1; Ask wjijit jot^the person will be 



intewlewing for. 



6. 



As for the person's Personal 
Data Sheet^.- 



3. Structure an interview 
environment. 

A. Indicate you are ready to see 
the person. being interviewed. 



5. Allow the person to introduce 
him/herself and offer to shake 
hands. 



Delay your invitation to be 
seated — be seated and count to 
10 — then ask person to be 
seated. 

7. Ask 5 or 6 questions, such as: 

Why do you want this job? 
What vocational 'educational 
classes have you taken? 
Do you have work experience 
at this job?' 
Do you have hobbies? - 
Will you be willing to relocate? 
• Plus d'thers — you believe 
appropriate or^ have obtained in 
SteR.l. , 



" , Ke^ Points 

^ 1. If you are not- f gjiiLiar with 
.the Job requirements, ask the 
' person you are going to inter- 
view for a li^t'^of questions'*^ 
appropriate fot use^in ^ 
evaluating persons seeking ^ 
this job. 

2. This should h^lp you prepare 

questions — ask for clarifica-^ 
tions , mpre inforyation , etc . 

3a. Desk and chairs. ' V 
3b. Secretary, if appropriate. . 

4a. Ask the secretary to call the 
person or indicate you are 
ready. 

5a. The person should introduce 
him/herself. 

5b. The individual should respond 
to your handshake with a firm 
hand. No pumping. 

^6. The person should not t^ke 
a seat until invited. 



7a. While appropriate answers are 
important, watch for behaviors 
* which are negative (nervous- 
ness, posture) and po'sitive 
(eye contact, appropriate smile) 

7b. Did the person provide use- 
ful information not. 
" requested? 

7c. Did the person answer directly, 
not hesitating?^ 

7d. IJid. the person/ ask you any ■> 
questions? 



Steps 



Key Points 



Give the person an opportunity 
to ask questions about the 
jfeb. 



Siga 
inte 



a desire to end the 
Lew, 




Report your observations to 
the person interviewed. 



.8a* 

8b. 
* 9a. 

9b. 

10a. 

10b. 

lOd. 
11a. 

lib. 



^Allow some silent time during 
your questions and the person's 
response in 7 above. 

Simply. ask, "Do. you have any 
questions?" 

Look at your watch or the clock 
shuffle papers and then close 
a file folder, and so on. ^ 

Did ^ the iaterviewer get the 
messagq to leave? ' - 

This Information Should be 
retpeatgd or q.uestioned by the 
person. 

Youjjphould be thanked for' your 
tim^. . 

Interest- in the job should be 
expressed. 

Jhe secretary afiould be 
thanked (if used). 



Key points for 5a thrl^gh 9d 
above can serve as a short 
'checklist. 

Suggest practice ^r procedure^ 
which may be improved; for 
example, leaving tfte inter-* 
view. 



157 ■ 
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LESSON. IDEA/SKILLS: 

How do I fojlow up on the l^ervl-ew? 



OBJECTIVES :> Students should be able to: 

^. Identify the key activities to complete after an 
' employment interview. 

2., Complete a self-evalilation*^of the interview completed 
in LESSON 4. ^ ' ; 

5. Write an appropriate interview fbll<iw-up letter. 

. i • ■ ■ ■ • I / 

CONTENT SOURCE: - r 



MODULE 4, pages 99 to 102 



OTHER MATERIAL' NEEl) ED : ' _ ' ' 

Copies of the example folj'ow-up letter on page 102, MODULE^. ^ 

Video or audio tape of personal inteif^iews from LESSON 4, if enough- 
^ tapes are available. \ . . 

TEACHING TIME: 1 to 2 hours. - - ' ^ 



IDEAS FOR TEACHING; 




A common mistake is to stop working after one completes the interview 
or personal contact tnade while seeking employment. The self- 
evaluation activity is perhaps most important in terms of future 
interviews, but it can also serve asf a check on what additional 
information one might want to communicate to the interviewer. 
This activity is an immediate erxtension of the i'nterview or part of 
.the interview evaluation process in LESSON 16. The individual will 
.-'be the major evaluator in the future when actually seeking jobs. 

The follow-up letter is only briefly introduced in the content. You 
should have students write a follow-up letter for tji^ir interview 
^^d evaluate It'. Consider good business letter prpcedures; and 
' .techniques---review MOtoULE 2, pages 57 to 61, cover letter.* . ' ' 



7 ^: o 



\ • 



ERIC 
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LESSON 18 I 

i 



LESSON IDEA/SKTLLS: 

How do T get the time to decide? 



OBJECTIVE^: 'Students should^be able to: 

1. List ax\d explain the major factors to consider in 
determining How 'much time t-o request for making a decision 
on a j[pb .1 ' , 

2. Explain the risks involved in asking for -time to decide. 

3. Request time to decide in an appropriate manner. 



CONTENT SOURCE: ^ < 
MODULE 5, pages lOA to 105 \ 



OTHER MATERIAL TSIEEDED : 



Copies of TIME TO DECIDE SITUATION SHEET or similai; form tor students 
to complete and discuss. Use sampleyform following this lesson. 



TEACHING TIME: 1 hour. 



IDEAS FOR TEACHING: 

EMPHASIZE the importance of making a good decision at tjie. conclusion 
of one's search. Discuss the importance*" of time to decide'; the 
. risks, and maj or 'factors t'o consider when request;ing time. The use 
of a. TIME TO DECIDE SITUATION WORKSHEET or similar format involving 
student evaluation and reaction appears to be a successful teaching 
technique. . . 

After discussing the process, demonstrations or indivi^dual student 
role plays of requests for time to decide should 6e presented and 
evaluated. . . 




CRITICAL LEARNING ACTIVITIES: / 

Students make decisions on a time request (s) u^slng facts pr<Dvided , 
Students request time to decide in a role playing sit\iation . 



1^0 ^ 



-151- 



TIME TO DECIDE SITUATION SHEET 



1. -Iwiiinber of job offers you are seeking. 



2. Number of job offers you have received to^date.. 



3. ' Time required to get the needed remaining job offer(s). 

9 

4. Time you think this employer will give jfou to decide 



5\ Employers' decision deadlines you have now. 



Employer 



Day and Hour 



i 



6. How well this job offer compares with prevfbus offers .and expected job 
offers. 



Job 
Job 
Job 



7. HOW MUCH TIME WOULD YOU REQUEST? WHY? 




ICO 
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LESS^ON 19 



LESSON IDEA/SKILLS: 

Hpw do I negotiate for t^e best possible jo^ offers? 
• - N 

OBJECTIVES: Students should be able to: , ^ 

1. Explain the purpose of negotiating, when It Is appropriate, 
and the risks involved. 



2. Outline strategies for negotiating to get the best possl>le 
* job offer from employers. - ' 



CONTENT -SOURCE: ^ 

9 

MODULE 5, pages 105 to 107 

PTHER MATERIAL NEEDED: 
• None 



TEACHING TIME: 1 to 2 houri. 



IDEAS' FOR TEACHING: 



Discuss the concept of negotiating. Outline negotiating strategies. 
Ideally, you would -have a few students work through, negotiations ^or 
different jobs as class demonstrations. This will require the 
development of background information *and considerable time. ' ^ 



CRITICAL LEARNING ACTIVITY: 

Students outline a negotiating strategy. 



/ 



/ 



-LESSON 20 

LESSON IDEA/SKILLS: 

How do I select 'the best job offef? 

OBJECTIVES: Students should be able to: 

1. Obtain comparable information on job offers. ' * 

2. Use- the JOB DECISION WORKSHEET to eliminate their least desirable 

« 

job offers and to select their own best job offer. . 

CONTENT SOURCE: " ^ \ ^ 

MODULE 5, pages 1.07 to 111 

OTHER MATERIAL NEEDED: ^ ' 

Copies of Figure 2, Wage and Salary Scale, page 106 of MODULE 5. 

Copies of the- DATA FORkJOB DECISION WORKSHEET, SAMPLE 1 and SAMPLE 2\ 
— following this lesson. 

Copies of the example JOB DECISION WORKSHEET, page ^10 of MODULE 5, > 
for each student. ' .'^ n ^ 

Copies of JOB DECISION WORKSHEETS for student use.- A copy follows 
this lesson'.' , , \ . ^ • 

TEACHING .TIME: 2 hours. . . . , 

IDEAS F0R<TEAC1^ING: . % , > 

'"^ " * - . . • ^ ' 

Review the importance of adequajre information about jobs, emphasizing 

the need for comparable information wherv selecting the best* job ^ 

offer. Use tfhe Figtive 2 data to illustrate the need ^to be sure you , i^V^ 

are Interpreting information correctly. Study and evaluate the DATA 

FOR JOB DECISION WORKSHEET samples 1 and 2. ^ 

Explain the procedures and important points to consider when 
. completing. a JOB DECISION WORKSHEET. Have students refer to DATA ' 
FOR JOB DECISION WORKSHEET - SAMPLE 1 or 2 as you work through th6 
process and enter the data on a worksheet. The/altemati'O^e is to • 
simply, provide the XqSW^'^^^ example worksheet! 



IDEAS FOR TEACHING: (Continued) 



^ 



If. a student or*stude<<ts In you^ group have reached a decision poii:it 
on job offers,^ you may want to ufee their information in class 
discussldns. Obviously, this is|-a private matter and discretfda ^i's 
in order,.* r • < ' 

BE SURE that .students have copies Osf this form for future reference. 

CRITICAL LEARNlt^G ACtlVTTIES:; 

Students use the JOB DECISION WORKSHEETS and^ appelated procedures. 





\ 



\ 



'A 
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y ' JOB DECI^Ioi WORKSHEET - 



Job A 



Job |B 



*36h C 



My Important Job Needs: 



1. 
2. 



4 

6 
7. 



Stag 



Job^A , Jot B Jobj. C 



- Stage* 1 - Elimination of Leaiit - Desirable Job Offer 
Number' of checks for tjack job offer: 

Kank ot d cticrcked: 

\ 

^' : . 



Stage 2 
Job . .^9^ 



H.l .1. . L 1, i L 



J . 11 



iOUK JOB L 1 ^ 10.. i.> li. I I'l , ) 



EKLC 



. u ii . it. 



DATA FOR JOB SELECTION WORKSHEET - SAMPLE 1 



jobIeeds' 



JOB A 



JOB S 



JOBC 



npensatli'.! 



Inge Benefits 



per h .: 



Pali nelical mi hospUal- 
Izatbn Insurance. 3.ifi 
week vacation with pay, 
two rfee'ks after 3 years. 
1/2 iiay each month sick 
pay accuiulated up Co 
-tei'^ays. 



3. Co-Worker Relations Not interested' in young 



4. Hours 4 M 




pepple. 

^*.c^g-e S-uts every 
weeks (7 a.m^ 4 p.m.)'*;' 
overtime averages 'five 
hours Fj^ week ' ' 




Start $150 per 
up to $180 per v 



I. jeks 0, i , Paid medical J hosp; J 

VI, i;lon ani j I ' ^ ization and flental t it 

h a /a , transli i r a'di; One week vacBtton with- 

to next year, 'profit . ouj pay. IsWsofy 

sharing. ■ 5ijk leave. \ , 



9 



iilce people. 



Sliilar, age an(j interests. 
, (hat4 to, det^ine) . : 



J' Work 40- hour we^l/ * Business hours, M-F. 
M-F, overtime «^rages / ■** ^ 
two hour? per week, 



y AtliieVdneiiL 



One Step la product 
development 



Make a complete 
produtt. 



Make a 'complete product, 
raises tied to ' 
productivity. . 



1^>5 • ; ; 



ERIC 



I 
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JOB NEEDS 



DATA FOR JOB DECISION WORKSHEET - SAMPLE 2- 

i 



JOB A 



JOB B 



JOB C 



I 

H 

Ul 
' 00 



2i Reippnsibility 



\ Variety ' 



4. Working Conditions 

0- 



ion, 



pi. QUI 1][£S 



V 



divislci j 
. seniorit i , icy, 
no lay-olfji last 
k years 

* 

Manager assigns work for your' area Complete task 

. assignment, using 
company procedures 

/ 

Rotate to. if'i^ent 
areas, pfoductV, 
same job functions 



10 Years it 
expan^iflg, 

policy V 



Limited change in job duties, 
, specialized 



ClTRiate controlled, good 
lighting, iDusir 



Plan and complete jobs 
satisfactorily 



Variety of work 
available depending on 
rfhat is undertaken 



Not air conditioned, 
occasional outdoor 
work 



Air conditioned, 
undivided areas 



5. dompeiisation' 



$!),20 per hour, occasional 
overtime, raises strictly 
merit 



$5.20 per hour, 
average 2 hours 
overtime, standard 
raise 



$5.00 per hour, 
25c raise after 
l\ months, occasional 
overtime,' cost of 
living increases. 



LESSON 21 



LESSON IDEA/SKILL: 



^Hqiw do I comTTiunicate mY iob derf^(>n 



OBJECTIVE: Students shrnild be ahln'to: 
1 » Mil 



1,; 



)I IIOU J £: 

I 

40DULE 1), i)a.^?<i O • ia- ■ • 

m\ i MATERIAL NLJiOBDv ' - 

' * * < ' 

None 

TEACHING TIME: 1/2 .j;o L^oui . ' % 

* 

IDEAS FOR TEACHING: ^ 

Uiscutoa cficr liu|..Mi ..i .1 i v>tiiuiui 1 1 . a c 1 n g with all employers, who 
offered yoli joba, not ju^ii the eiuployer whose offer you acc#pt . 
Present tbe strat.^ic . tuu the different sieHatiofas job.se'ekera 
normall; encounLci o'l i.ieri.nt i be s i t ua t ions assist ^'he class Ip" 

developing *approi>i i at commuti u. at 1 on stj^ategy outlines*. 



CKll'lCAl ILAKNliai ACT i \ i i , . 



1 i V .uL iii^ joL decisl 



c/ns. 




EXAMPLE LESSON PLAN FORHLES SON 3 



LESSON IDEA^SKI^Ii^;S^ 

What do I want from a job? 



l^^-"*" 1'.' • ]:ckiiil:j.l y \hi}\ imi i m . i 
import £irit job ii^iiicls 



CONTENT SOURCE: * . . 



MODULE 1, pag;€JS 7 t:o 



OTHER MATERIAL NEEDED: 

A copy ot Llifc JOtt NiifiDS IMFORT^^CE FORM -for each student./ 
Uc*e MaaLci . . - 



i bA<.iiUM< 1 1 ill. 



Wliy i>c,.i. 1 , .... ^is . . . I . I 

Doil>i»i^. t.u ic:u. t ..liW LLi..^^, mceL people, 

Ui,y do you « j» j^*!, > i y w.il y <jU Job? ^ 

lea ^ ]s*b a Imply u u. v.a^ i t.i^iluiiLi^ c:) om«= L ti 1 iig 



\,>^ti y«..'<l oApt^s.l u<.>iiic: iCv^ 1.1 . .i ^itti i > L . i 1 

in ..dditlun Lo money? 



Ml . . UJ 1 ^1 . 



HOU Jo pco, 1.. 1 I .I. .LijL )ub L : b *ftK^ 

<,oiiaidcl .i. lll.y I.. J.. . iic and a^dtisiacl l .'ii» tUoy tf^i- 



SUMMARY AND OBJECTIVE: 

Many people simply look, for a job tj><^ can do and fail to 
consider what satisfactions the j<5D wiil^l provide. If you want 
to get the most satisfying job you can, you must first know 
what you want from a job. Then, you can identify a Job or jobs 
which will meet your needs. 

lay, ""i^ou' nvii \[i '^ij, 1 i xlai .fy 5 , , '/ij l.^ .t:-; 1 .(10 1 ttMi.itj; 



11 . • 

C y.rhead (or bfanddut ) : flxafli^ l t: JOli^^ Dii,zli5; ]M'ORTANCE FOm, ' 
. II .ge 8, MODUll 1. / 

TweiiLy Job needsi wiLii liicit ceacr ipt lea aie ,listed on this form. 

' — Are any oi Llicac. £io iiupoiLdtiL to ycu that you would not 
Lake; a. Job LhaC ooeo riot meet . them? « . ^ 

Whlcli Li^oe 4iec;^ dLe not important to you?. 

* Are- ^our needs different than other peoples? 



In order tt) idenLify your imporLant job needa uaing the JOU 
NEEDS IMFOR^TANCE FORM, Lli^rc are f^our basic steps 
you Tn*4y want Lo Keep in mind when completing chesc 
s L e p £> . / 

li* ' X.-". ^ Kc;y i' u i n L o 

1 l.ut.i vc;4 .4 1 t 1 .1.. 1.. iakfe time \t:o carefully 1 

'* liaL ii joi. 4;c all. job n^i^ds and theii 

cfescripLlons^ 

i\K Do you really uikder oLdiiJ 
each job need- and how it 
is different'' thad other J .L 
needs? ' 

1^ Are thcsio ^iiy ^idditiontii \.,\ 
needs 'thai yo.i want to 
write in the extra space^il? 
If 30, write them in. 

.1 . i.^lc Liie letter, that i>^^i 

iX|.u I »..« iiipresenl:s the importance 



of Llij* j ob u 



^yTbe 



Soiu£. 44oeJrf ulAy ibe eqMal\y 

impOi tant x>r unimportant 
L lui£3 ^ Wou I d tiave t ike ciauii 
letL<ii ci clr*-led. 



^teps . 
(Continued) 



Rank the job needs in 
depcer^? jp.g, order of 
Imp C'i t£ r.c e . 




> 



> 

4 



Key Points 

Are there any changes in 
rating you want to make? 
If so, make them, 



3a. Descending order me|[ns that 



3t , 



3c. 



yor.: 

ri€€iG 

No. 



- >^ I t, C J 



Sometimes it is easier to 
start ranking from .the least 
important to* the'' most 
impqrtar^t neecf. 

Are there any changes you 
want to make? If so, make 
them. • 



4. 



LlsL youL moat. liapoiLdnt. 
job needs 



4a. Based on your stating and ^ 
ranking, list your 
important job needs in the ^ 
spaces provided . ? 

-.L Thcrligh space is prodded for 
listing seven job needs, 
don't feel that you have Co 
list exactly seven important, 
job ^eds . 



1.. . i ) 



1 ^- ' " ' • Ill* ..i. X I I 1 I 1 ii auy add! L i v/iia i Job nee Jc 

yoii i» .vc ir wu iuu>L iliiicah Lh. toiuai nitig time take Lhe 

for.. ^iLh ^ o)a avid . .>mp Ictc 1l b fuie claas tomorrow . We will be 

usin^ Lhc fc t tmii IdLei, &..'Uu UOT LOSE THEMl ■ 



a. 



EXAMPLE LESSON PLAN FOR LESSON 7 



LESSON IDEA/SKILLS: 



What is a personal data sheet and why should I prepare one? 



JE. IVES: Students should be able to: 

1, Describe whaf^a personal data sheet is. 

2. List dL leasL four adyanLciges ot preparing a personal 
data sheet. ™ 



CONlciNi buUhoL, 

MODULE 2. i^ut^co -iz to o. 



Copies 'of *'J.> ip.. 
pajges ^ 3 ^cjkixd -i 4 



tt.ivc. yoii ^ ...1 , . . i . v^ou ma>/ L.iwi, 

•iL callc 1 d 1 . iiiimu ) m.ijit; diii yo.. iiee ii ; How wa.i it i>eiag 
lisod? 



1 , i , . , 1 1 J J .:at.i 



I. 1^ i ..i J .1... . 



1 .1 .1 .1. 



*'^');-^*^ • * V.^i.lW,^ 1 ..I .i ^.^...M ,1 » 1.>1.. 

i *J I ^> c.lailt^ wh L d tersot. .1 da.a.tiht:-. is ai 

M>»j ah uld ^>i:c att: 'jteiciuual .laLd 4ii«^«^t . 



CONTENT: (Continued) * 

What information is contained in Jo Delano's. 

* • Statement of position desired, personal information, 

job related skills, etc. 

•f 

There arc a nvinW.r of reasons you should prepare a personal 
lata^sh€:€it - vf\,y pi€p£idr,g, 2 i^ersoml d£ u. sl eet is & ^lu&t 
Lnvestmcint I 



1 . Help in stai t. ing your jcib search . 

' Friends, others able to help you.^ 
14^11 t6 employers. , < 

Aid when; applying for jobs, 

Accurat^e and complete information. 
PreparaLion for iAterviev 

3 Ai l uwb ^uu Lo apply for mare jobs .. 

tu-4u«^oLoa required for some jobs. 
Mailing Lw distant epiployers. . V. 

.4 ^1' ':i ^^i^ii iu^p^ession . 

a job if you make the effort to prepare 
d ^er ,uucil Jala sheet. 
1,. iu.»ii^L laL /uii dTe w^Hing to do the job right I 



1 advantages? 



A . i^^i . Lwu page djjiscr lpj:ion of ^ - 

i:,... .... lii:i/>iet i . >i ai li i cations. We have discussed a / 

iiumbei ui: he adva.Lni, ui i ..aSuns foi cuiapletlng a personal I 

data t3iu:c, ^KEST^L:) ' ' 

li oi.otilvJ 1 ...L^.^i I <> . . . » luia sheet should bt 

pi. t>ared| . .1 <i palii^ ul . j.-L, noL fuf Jobs in gener..! . 1 h, ^ 

ucAt sici ivc n.L u> uicuu. is deLei . iiiiiig ho^ to prepare a pe. >.,.i^i 

d a L a ahc t; i 



'his section CcnLciiiit. 11 mi 1 t i i: Mi duict L-St e. ; jvjl iillillji 

.ii li. • These i t c-nis .irc ^,iti[cd .y Lie ti vt Kji^diiijk .u<i.ltji. , [ correc . 
en respoijses with content \ic^<: tetcie. t:t;s are provided an a shttJL fol~ 
. >wi the test i L tMu.s . . ' 

liyi^s it culo .XI c I n I V . . J i i Mi.i L I I ^ a A> <j JUip le ot ^^.^ssible leSt i LeiilS , 
I a a fnily vdliJciied tc-st'.-t jubseekin^^ skills.. While not ' ^^3ess ing 
hill, *2uiUc*nt wiLhin Uu ivaa^fij; modules, tht items do sample*' cr^^i^: a 1 
kiu)wled^e ^reas or ski i 1 s jjfrlt h i n each read ing module . I f-.*.(ie1fe*t^a% these 
items could be developed bv t lie instr<u:tt^ into a test of J ob- seeking 
skills, or they m-ight be ^is^d ii. constructing oth<?r test formats 
(e . ^ . , t r ue - f a 1 , s\\o r t awi^Kj. i ) 

Itio^*.. .jiui'lc tetil - liiwi./ .iii^ I,, ..Sed 111 both pltililiiiig and ^.valuallng 

j.n >eckinj .^killo ina t I t.r t i^.n Ko . planning puiposes, these items may be 
use J in dev. loping a pit. tcst. j ht- letjults ot a pre teut would provide 
baseliu, i n r^,! nuit l..n on i tu- ov^iall s t liden t * le ve 1 ^of job i^eekl^g skills 
P teccd i ii^j inoiiiKilo.. this inrormation individual and/or ^^roup 

In^ t I I 1 1 iuc<l:. 1.1. t't d 1 u^^tji>;jed . Koi ev.iluation pm^useS, these wi 

^imiltit iitriiKj . .ui tS ^4 I,, I , students upij.. oompltft iou of* in'st i t i od ^/ 

iiii. h .i I .-.^t u lild (III ..->u.< 111 Jell t .i* h ic:Veiiit;i.t aS a lc;Siilt of toll's/ 

i nal . 11 I 1 Uh i I < I tu .J . ..,i> K it iiit^ p I oV i de .ide.pK. t e o V * . r a ge 'o f ill.. 1 . .» i 

i-ontcnt ^Itj.j. c:i h r.-iil.i^ u.o'uil^;, .ddltioual items||lll u<::ed to be 

will ten kin Old I Lu i:. t'udcMt u. s 1 4 I' / 'o f ludivldual leSaoi.s. 




1 



MODULE l^^fccipiN-G ON THE JOB TO^ SEEK ^ 

Job seeking skills would not include - * ^ 

a. determining .the best training ojj^o^unities . 

b. identifying and'' using the apjpropMate soiirces of job opportunities 

c. couplel;j.ug J<>b ai>pi::l(:a*t:ioii i)ro<:o.<rures . • " 

d. outlining ono^s persjoiial job search stratoj^y. 

A 'job seeking .skills ia ^ ^ ' • * ' 

a. deciding on the jc)b to .seek, , / 

1^ . preparing ^ personal data sheet. * . * 

c. determining the best job offer. 

d. all of the above. 

r 

Job aeekji^ skillawlli 

a. prevent you from Lakiug a job too good, for you.' ^ A 
b . help you get any Job indued lately . 

c. help you get the best possible job, 

d. increase your qualifications for ;a job. , . 

Your Job will llu L cx££c;(_L tlOv^ 
ci >^/U ti^ol iabJUL. ^OurScilt. 

b. you Will be sp^mding yout leisutv <-imc. ^ 
whether wt" uoL your frienJs will like you., 

d. oLtier6 wili ddi. you 

\ .... . ]^'[. will . i . 

a t l«i. I liid i.>t Wi., 1 1 - ..ill Um 

b. you. genera i sat i sf at, tion with life. 

c. your attit:ijj|^ about yourself. / 

d. all of the above. 

liic b^sL^recwiou for w^iitixig' to work is' 

a. to become ticti ' * 

b\ to postpone or . id furLiiet education. 

c. to become iTide^-cuLient of family . 

d. to add meaning dud aa l i » £ ^».. t^; on lu ]^oui life. 

A. i/ersou * a j .>b ..... >i . 

a. aatiat 11... ...1 ... 1, 

b . any def i c i uuc i i.. . .. , .: i i i i ^ .»i . i i c job . 

c . cert^ain drives ti.at piit. ioii a u<i . i> t>l i o e. t^p c i.. 

d. piefcrences which us ua lly. ch .ii^c i i siay to daj/ uu 



/ 



8. A common*^ jab need would not be ' ' , ^ 

a. good supervision and training; < 1 ' ■ > 

b. freedom to do other people's job^' , •^ ^ -y 

c. ' fair oomp^ny pt)llcies and praetices*^ 

d. recognition for' doing a good job.. ^ " ' ' " 



9. jLn -d^te'rinining ^our important job needs, yo,u should consider 

/ " "* 

^. which *needs are so important that you would quit a job if they 

stopped being sati'^sf ied . * ^ s 

b. which needs can be postponed until later. . ^ . 

c. how your-needs may ^change five years fronwnow. ^ \ 

4- ■ .^.11 of the above. • ^ - » ^ ^ ' ' . . 

XO , The steps*in selecting a job woul^ not include ^ • 

a. itienti'^y joh possibilities. ' • ^ . . " ' 

. b. evaluating job possibilities. . . ^ ^ \ 

c. isolating job possibilities. 

d. dompar'ing the best job possibilities. * • 



/ 



IK' Identifyihg job posaibilitiea can be done by 

a, brains^torming witti othei^s. \ 

b. . looking at the "Help Wanted" ads. 

'c . using **Occupai^unal infurmaLlon" laference books and pamphlets 1 
d, all of the above. 

12, The priu..itv ra. i.-i t v> , ^.u i d^.* i wl/^ c v-a 1 cid L 1 job poaaibil i t ies la 

■.**" '-^^ ^ .. ' 

a. .'[low .we 1 i /vv.ii . ,»M .^aLl^vty chc- iiliriimuin requireinenta of ^each job. 
. the local woiker demand and aupply^ for e^ch job. 

^ c. how wel^ ectt h "^^^yii aatisries your impprt;ant' job needs. ^ * . *: 
d. -all of the abuve all factors are equally important. 

* . • . ^ / . 

13. Tq^* determine whicli jot>a will satisfy your important job needs, you 
would no t . . 

them to provide you a listing of the 
sat Cs I dc t^ons thel r Jobs wi l,l ^ rovlde^ 

b. talk with persons wi.o kn^J^^ what' satifl^cLldns certain jobs will provide. 

c. use t^^ks cfiat provide detailed 1 nf ormatio^ ^oh job^g . » * .* 

'ti . Lako Min^iey ta. 1 tiipot L auc'e (juest lon^ ^^re . [ -'^ ' , 

' ^' ) > ■ ■ 

u. . ...... . ..f \.,Mont i.ir..Liii..L i.M. K.vul ..I., J .3t^ic lob Jivaila 

^ "... V 



j.. J tio. .» 1 ujt 1 ; ok 
MO r . vouiputj. :^y:3ieiii 



* ■ • ' 

15. Your quuHf loat ions for a Jolf nre determined by ' ' ' • . . 

a. how well you can satisfy the minimum worker roquireinerit « • 
/b. yo*ur expectations and needfi for a Job. v 

c. your past work experiewices . v ' . 

d. ' your Current ^level of education. 

16. A typical job ..requi f-^ment would no^f. be 



a. certair) si^lj.s and abtlitles. 

b. 'specified racial status. . 

cT specific amount of educat.ion. * - • 

^d. previous work experiences. . % ■ 

■ . f ■ f • . *. • 

17. Information g.n job requirements cannot be found 

' J| ' 

*a*. ia tt^.''^i!^hool or public lj,brary. 7^' . ^ * 

• b.« ^^^y^p^ cc^ ' , . * 

c. ^thr<<>ug;lit pffljji^ counselor. • - ^ * ' 

d. "by j]\\lr\v^BM j^ 'TTiend3i!> and relart ives . 

18. A factor t^otilyouiTd iT5t .consider selecting a job is . 

a. th^ ^^^if ti^sc^ipj4-on of the- job. . ; ' 

b. the -availability *of the job. „ 

„ c. .y.pur qu-alif icat'ions f,dr, the!*job. ^ - ' ' ' 

d. how well your importaiMl job needs would be satiSfi^e'd. 

19'. If your job qualifications are 3us\: mioimal, but there ate more jgb 

openings than avai l.^le^ j ob seekers, your chan(?e of. getting .-mo re^han 
one job of^er is ~ , - . ' 

* a. . ^^ir-ght , 

fair. " 

• dti ex^Ml^nt?. 

20^ /An unreaHstic •i'ojpx se lecti-on will probably^ result in 

Ifii an unrealistic^ iph*' , - 

b.« an unronHstlr job search. "^^ . , ' " 

c! a frustrating; ancl.. unsu^ess f.ul j.ob search. ' ^, 

• d. the worst .possible job. ' - % ^ 





■ 1 ^ 
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MODULK 2 - PREPARING AND USINC; A PERSONAL DATA SHEET 

1. A peijsonal dat§ sheet (or resume) should be , 

-'a. a prepared ' fcfito which can be substituted for an applicaJt^f^ form 
and. is hsjed high level joB's. 

"b. an organize^JN^pejjBf ten account of a person's qualificat^ 

for a specific 'jcp"r group of related jobs, 
c. a notarized form* of 'a person ^s Tf^T^ statistics, 
d . an organized writteit' aQcount erft^ person's education and woi 
experiences, * ^ . «^/ > » 

2, - The most important acfvantage ^of y^personal ddta sheet is 

. , a. the • good, fir-st impres»ai^fim it will make on its readers, 
b. its help in searching for job opportunities, 
.-c. its help in the actual application procedures* 
d , th^t it will allow you to, apply tor jobs not otherwise available 
' to you . ' ' • , , * y 

3, The primary purpose of a personal data sheet is t9 . ' > 

a, struc-ture pne's job qualifications and needs for a specific job. 

b, verify your initial job selection, - ^ * 

c. impress person helping you locate job oppdrtunitid^ . ^ " 

d. advertise and sell your qualifications to employers. 

. - '4- 

4. A,f)ersonal data sheet should include • . 

^ • ; , ^, / ^ . ■ ' ' ' ^ 

a* tTie pame inf ormation^ fisually requested on a jcJh application form, 
b'^ V posi tive , job related" ^.nfopfiation . . ^ 

c. all positive information/ ' 

4. all job< relSte^ information. . - -j^'; - ^ » 

5. A perSoi\al data shee't should not list 

a. the' positioa or job -area desired. 
/ b. on^'s special, job-related skijls , . - \ 

Cf. one's desired saiary. 

d, one's pre\?*ious work experience. 

... 1* • 

. - ■■ " * 

6, The Personal Infebrmdtiorr'Aectiou of a per&cSftal data sheet 




a.' may, if you de^s.ire. 



^er&^|||a] 



contain information thatr the employer* 
cannot legally reqo^st. , ^ , . . - 

should include a complete personal bl 

* -\.r . mav, comparL* vou wit|^' other 1 ob sy^jekers critical pjjrsonality 

• \i " traits . , _ ^ ' • \ 
<il 'a^ho-uld include any 7^nown medical ^i^di^ions , 



In the R^fBrences section of a personal cl^^ta sheet, the best ^ persons to 
list would be 



a. socia|fl||^y^ers and teac.hers . 

b. iortoKtlfffLmyerB . 

c. civic leatl^s and clergy. 

d. - j^elative^i^ffc^ighbors , and friends of the family. - . 

8. Thife. f^lrst st^fep iu preparing your personal data sheet is to ,^ 

a. cdbplate or^' review the "Job. Qualificat ions" worksheet for the-deslred job. 
.b. secilre a cypevritex. ' ' . » 

c . > Meterini6e*>^^ job needs. 

, d. de vel^ ^^a^kthx^lt^ outline^ wi th your English teacher. 

9. \ In preparing your personal data-sheet, it is npt necessary to 

- " ' ^; ' • ^ . . . ■ 

a." make a draft copy. 4 - 

" b. type a draft copy *^ v 

c. have yourl^taft copy critiqued by others. 

\ d. modify your draft copy ^ " ♦ • 

10. In preparing your personal data sheet, it is- critical that 

a. you address all job requirements, even ones you cannot satisfy. 
4). you personally type your personal data sheet. • 

c, yaiir personal data sheet has a consistent and extremely neat 
appearance. 

d, ,^ur cos^ts be kept to ar^ absolute minimum. 

11% After correctJLng the final copy of your per^^al data sheet, you 
would then \ 

a. send it to the employer whose job offer you are considering. 

b. make copies to distribute to employers anjd^thers' who might 
be able to "help you. ' ^ k 
use it as long as possible and then make\a new copy, 

d. give it to the person''wh0 is helping 7°^^ - ' 

^2.' You can .distrHrute your persanaP data sheet by , 



i 



a . personally delivering it to" employers . 

b. mail'i^ig it put' t;l9 emplo^ej^s 

C. personally delivering it t-o.'persons helping you locat^|^ob 

opportunities. »^ ^ • * 

d. all of' the 'above ' • ' i ' ' 



4 
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13. The p rij^ary disadvantage of personally cjelivering your personal data 
s h e e that * . • 

^a, you may be asked ^to elaborate on your qualifications, limitations 
-and important needs.- • 

b, you will not hav^ljan opportunity to gather any ^needed "infotmation. 

c, the people will be annoyed that you peraaaall^r contacted them, ' 
^ ' d. it takes qonsiderable time and reduces th? tim^'yoU have to explore 

other leaTfts , y , ' . 

14. The primary advantage of mailing your personal data sheet to employers ^ 
is that ' . " " 

a. it requires Mttle to no extra effort or planning^'on your part, 

b. .mQst employers will make you a joU offer because of y6ur mailings 
q., it will allow yojj to contact more employers than you could possibly 

visit in tHe same period of tiihev ^ 

d, a mass mailing will &av^ you considerable mone^ in your job search, 

15. When mailing your personal data slieet to employers, yoii need not . 

- *7 . , *^ ■« 

a, obtain a po&tage 4)eirTni47 for your mail campaign. - , ' . . 
• b. develop a large (at l^ast 10) list of employers to receive yoiir 
personal data sheet. f » . 

c. identify the best^ per^li in each company to. get. your personal 
data sheet. ' ' ^ * • > • 

d. start the mailing at least one month bfefore you need to have a job, * 

16. Tovidentify the best employer contact persons^ you might 

a. ask the persons helping yftu locate job opportunities-,' * ' % 

b. telephone the companies and ask. for the personis name, 
* c» use business directories or listings in ^jltr public library, 

d. all of the above. V ^ ' 

A 

J7. A cover letter for a personal data sheet is 

a. mailed with a personal data sheet to keep it from getting damaged. 

b. sent one week before the employer will receive your personal data sheet. 

c. a brief letiter of explanation always sent with a mailed personal 

data sheet. ^ ^ . 

d. a detailed * description and explanatign of your personal data sheets 

18. Your personal data sheet's cover letter rveed not , ,^ . ' 

, a. introduce your personal data sheet to this perspn. . ' .. . 

b. develop the reader's interest. ♦ 

c. specify .your important job needs. . ^ 
4P reques*ti'a job interview.* 0 ' ^ 

■ i «• * '^4^ 




181 



■ 'J- -171 
ft A. • '7 



t 19. How you -prepare your covel!5^ letter will deppnd on 

a^. whether you ar§ mailing your* personal data sheet on vour own or 

^ you are sending it out a^ requested In- a job ad. 

b*. you personal style of letter writing — assertive or very modest.. 

t'. the number of employers to whom you are mailing yotir petsonal 
data sheets — few employers, different letters ; ^many employers, 

^ s tandard .letter . ^' i \ . " 

c}. all of the abpve. ' ^ ♦ . . ' i . 




. . MOnULR 3 SEARCHTNC; FOR JOB" OPPORTUNITIES 



Searching for job opportunities is pr imari ly 

a. obtaining and following up leads on possible^ j obs . 

b. using various sources of^job opportunities. 

p. contacting employers concerning available jobs, 
d. all of the above . 

A source of job opportunities would not include 



a. .. the courjty welfare board. > ^ 

b. the civil se'rvice office. ^ c 

c. windx>w displays; , 

d. iSvfirhobl staf f -vor"* faculty . ' . 

Frifehds and relati«Ye*s\9s sources will proyide j-ot) ' oppof t unit ies that aV 

a. usually^ not as good as ones available thrpugh dtfief k6«rces . 

not yet advertised or open to the public-. * ' ' . - \ 

c. usually better than ones availarbte through other spurcesv- 4" — 

d. ^usually just rumors and irot. definite- job qpenings! - ^ 

One drawback of using^ friends or relatives in locattag job oppoi^t'uni t ie 
is that \ ^ • - \, 

a. they may try to persuade you to take a job different from your 

original jrtb selectioh:" ^ * . ' ' ' 

they will always' expect you t^r^eturn any £pvor*s/gl^en. . 

very few, -if "^^n^, persons will' know of any ob o^^portwunit i^s . ' ♦ 

d. the j6b opportunities identified ^re ifr^aally aliready , taken, by others. 

The Miinae^ota Employment? Services / a y ■ , „ 

* .\ ' "^^ ' ' ^. • ■ 

a. Ui a public^ employment a-gency providing free services., to all , 

strate residents. . ' A ' • , •/''^ 

h, has branch offices throughout the entire state. ^ V ~ 

c. "^ pr6vides comprehensive vocational testing on reques|£; 

d. all of the above. " - J - ■ ^--^ 

The primary ipdv^ntage of using 'the Minrtesai|f^- EjppiQym%rtf(:. Services is -Afc 

a. th^rfevi^ very little compel^ition f or thB ' job ili^tiilgs w^' ^ -^-^ ' 

b. -its "Jo1S Bank"- system. , " ^ ■ ^ Vn * V'^' * ■ V ^^^^'^ --^•■^v.' - 

c. every employeryn the state rggister^ job ppeniag^; with tfie M,.E.S. 

d. the service. you receive is . always^ext remely prompt'*' 



7. The newspaper /'Help Wanted" ads do not provide \ \ « 

information about the local labor market. 
\ detailed information on the duties and satisfactions of jobs listed, 

c. many different kinds of job opportunities. H « 

d. 'highly competitive job opportunities . 

8*. Advertisements in the' "Help Vanted" ads are placed by . • ' . , 

' . ■ 

a. employers. 

b. private employment agencies - 

c;._, business schools. ^ ^ 



dJl^all of the above. 



9. A "blind ad" is a job advertisement 

a. which solicits applications 'from persons visually 'handicapped . 
' b. where the exact position or job title is not specified. 

c: . where the empl^er's n^amev address and telepnone number art? hot 

gi^en, just a F, 0. Box. • j ^ 

d. none of the^^^ove . . . ' - ^ 

10. When using the "Helj? Wanted" ^ds, a person must * 

\ A* 

a. be on guard against trick ^'advertisements just designed to get 

" ' your Aoney. - * - 

b. be prepared for intense competition for the jobs listed, , 

c. read the ads :&s soon as possible and contact employers immediately, 

d. s all of the above. , ' ^ 

I ■ ' • % ' ^ - ■ ■ 

11 . ".Tiijl/^'most unique feature of your' scfiool counseling/pXapement of f ic^ 



*-^i)d its services is* 




a. the. ext^t of services -RTovidedl 

b. the kinds of job oppbrtunities available. 

c. genuitie int^resf^tn your getting the'best possible 

d. less cromf^fetition "Ipr available jeb oppprtunitiLes . 

12. Private employment agehci'fes ^ 

a- nre in the placement business a livelihood. 
* b. 'serve only job seekers^ not. empJoyers . 

c. are chartered as non-profit a'gencies and, theireforeiS^&nnot ,chargfe 

beyond a miniinum f^e identical for all agencies. . ^ -s^ 

.d. c^n require you to. pay placejnent, f ee if you refuse to accept , • 

a job they foufld for you. >»v • * ' ' 

13. The primary > reas^jn* /or using several private employijient agencies ^ is ^that |^ 

, *' ^: •' ' ^ ^ ' ^ ' '* - 

. many agencies will haye|«io job opportunities. ^ . 

an"* agency probably wiiljndt' give you more than , one or tw© job 

* opportunities td chodijeWXiOtn. ' ' 4^ \ 

c. "'"" most of * the agen(*ie^ wirL frfot h'ave^ accepttable . jpb ,op|)ortunities 

d. employers will^ never use* an agency* jnore than cmce^ • • 
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" V . . ■ • . , 

14. To decide whether or not yoju slia^ld use an agency, yoU could 
. . . ^ ' ' ^ ' ' * ■ • 

,a. ask friends who used -the ^gepcy . * . v | 

-b. -call the Minnesota Department of Labor and industry.. 

c. dall the Better Business Bureau. 

d. ^ all of th^ above. i ' ,- , - 



15. In deaijj^ng with employment agencies, it is essential that you 

a. verify wifth an employerAhether or not the agency actually has 
this job 'lifting. jfiS'^ 

b. " follow all" instructions, even those contrary to what you believe. 

c. prepa*t*e to meet the agency personnel as you would for meeting an 
employer. lo • ■ , 

d. don't go out on a job interview unless you're ready to take 'the 
job offer. ' • 
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Most "Fee aw.d*' fancies usually have a clause in tihe job seeker's 
contract wlffch specifies that * ' 

a. the job seeker must accept at lea§t»one of the job offers g^ven 
through an agency. . . , 

b. the j^ seeker cannot use othef^ agencies while using the servicae 
of an^agenb;/. - "* 

' * c. the job seeker will pay a portion of the placement fee if he/she 
quits the job before a certain period ^of time. • 
d. the job seeker should negotiate directly with employers to when 
, he/she was referred for better job condigians-.^. 

17. Signing a contract with an employment agtency usually means that you 
^-.^ ^' • 

]^a. agree to most, of the contract terma and clauses. 

b. tentatively agree to the Contract but can verbally override it 

^ later if .necessary . , *. , * ' 

c. agree to all of the above clauses ^or terms. ^ 

d. rvone of the aUoveu ' ^ ^ " 

' 18. A realistic search stra'tegy mapped out prior to your actual search will 

a. lower your chances of getfing sidetracked or pressured %nt(^ taking 
a different or unacdnaptable job offer. . , - * 

b. allow you to 'contact many more employers than you would bther- 
wise contact, t . > V : 

c. aj^tomatic^Tly reduce .the time needed to search for a job. 
y^d. verify your goal^ and dbjeotives ^set for your job search, y/^ 

19. InNieveloping your own search strategy, you would not .^eed to consider 



a. - which of the sources of job opportunities are mos t. 4PPropria^te lEor yo 

b. • the overall leVfeL of ' industry^ in your state. *^ * 

c. how many employers you should contact concerning possible eiifpljpyment . 
Ij you will use' the, time yeu givQ to your search. , " ' * 



• *^ ' d . how 



• ^ ' > ^ r . ' , ' ,.1 ^ * • A 

• ' ^ • . • • v . * ' ' 'III:, M . 



In detprrainlng how many job offers you can expect tio receive, you 
would need to consider ^ • , " * ^ 
• • • * k • ^ ,^ ^ 

a. your qualifications for the job. ' .* 

b. the local availability o*f the job. 
c- your job seelcing skills. * 

d. ^all of the above. ' " • ' . v * 

An inappropriate method of contacting employers would be 

a. - mailing out your personal dada sheet witTi a cover letter. 

b. .requesting employers to come visit you. 

c. x personally vis'it:ing employers. . ' . » 

d. requesting friends, relatives or placetnent .p.etsonnel to set'up 
intervi'ew^ with employers for you. 

f ' ' V _ , ^/ . • 

Unless a person has little, to niQ|», rtme to search for a job, a person 
should first contact employers who^^re likely to have . 

a. minimally acceptable job opportunities. 

b. * only a f ew ^ ob^j gp port unities . 

c. the best job oppor tun ities . 
d» very many job opporb^ities . 

If you ar^ telephoning employers, about j ob opportunities , you^hould 



a. first practice your telephone technique and manners 

b. know exactly what you want 4:6 say and the information you need. 

c. speak directly wit^the person in charge" of the sectio.n where 
* the desired job is located. 

d. all #o»f the above. ' w , * > - 

' : . . 

,/IVK'plfon jng employers .H^Tould be done 

a^ during Cisual business hours — pr.eferrably mornings or right after 
the^5rroon hour . 



h. during the noo^hour. 

c. primarily on Mondays, Fridays or Saturdays. , 

d. only after normal working hours. , * . 



. - ' ^- MODULE 4 - A'P'^LYINQ^ FOR 'JOBS - . 

1. -The actual . job ajjfplicfation ptocedure wpuld not include * * 

a. quest ion iT^BRjtjpier employers. 

b. filling oITF^mployment appi icat ion ^rms . 

c. taking employment tests ^ 

d. completing* an employment interview. "^^^ • 

2. Preparation foar meet ing*i^n employer is necessar y if you are 

a. -just informally visi*ting with employer abput possible ^ployment 

D. formally interviewing 'for a speci f ic, position . 

, c. referred to an employer by a private or public employing 

d. all of the above. 

L Preparation fWr meeting an employer would not include 

s ' ' * ^ 

a. anC^tcipating and, preparing for questions you may be ^sked by, the 
' employer. 

b. getting key facts about the employer. ' ' ' . 

c. devel-oping a list of questions you need to ask*the employer. 

d. id'entif^ing all available positions the employer has. 

. When preparing your'self for meeting employers, you should 
»; . 

a, follow normal grooming and hygiene practices. 

b. select clothirtg appropriate for position you are seeking, 
cf get a good 'night *s res^ and avoid non-essential drugs. 

d. al,i*»of the above. . /) ' . • . ^ * 

. Materials you should bring with you ^when meeting employers would not 
include ' • : ' " 




a., a pen, pencil and note paper 



. b. your high school transci-ip-t and diplpma. 

c. copies of your personal ,ciafa sheet, V 

d. your social security card/number. . ^ • ' ^ 

. 'An^employer cannot legally use your answer to this questio^i in the 
, hiring selection process. 

a. ' JVhycdid^you leave your last job?" 

b. "Are you< tutrent ly^mdrried or'^ivorced^ 

c. "What are your major strengths and weaknesses?" 

d. "What^ do you see yourself doing five years from now?" ' ^ 

-An inappropriate^ ques4:ion to ^sk an emplQ||er would be * • ' 

» • ^•••ff. , » 

• "Wl]^^ kind of training or .supervision is avdilable?^' 
%. ^"Wha^- would my co-workers bfe like^" ' ^ 
C.^' VWh'at • are .'the pi4nalties for stealing?" 
• .d. ^^'Whlt 'lj['our4S(t'j^ould I be w6fking?'l» ' \H ^ '* \ 



/ 




If you ^how ^ou will be unab^ie 'tf'-arriye at an employer'^s office^at' ^ 
the "appointment time, you. should; - . " ^ • ^ * 

t'^y reschedyle tjhe int^^^iew. / V ■ . ^ ' ' " • , ^ 

b. -- get to the employer's office as soon poss ible , no ma^tej: how 

c. •cfell aheaM and explain ycfur^ situation - tb . the icfn^o^^er . 

d. be pure t:o*'wa:ite a letter of 'apology Vp- Yhe employer . ^' 

The primary reason fot arriving ^t the empU'oyer's affice'a little, • < 
before the appoiqtment time is that^you can 

a. ask the secretary or receptionjist abbut the person you are to see 
•b, relax, get yourself togetherand check your appearance. ^ 

c. ' visit with empl'ovees about the cgmpahy. , 

d. ma^e any needed last minute telephone calls. ^ 

The thain purpose of employment application forms is t'O^ ' ' ; 

/ " \ , - ■ . . , 

ai^ gather inf ormat ion. to determine the best potential employee, 
b^. meet* equal employment opportunity standards. ;^ 

c. limit the number, of persons considered for different jobs. 

d. discourage persons* v/ho are not ve.ry Serious about getting jobs. 

- V ^ ■ . ' - ■ . 

The effect of your 'employment ^ppwlication form is primarily determined 

by * . ^ ■■ 

a. how- neatly and accurately you 'Complete it. 

b. ^.yoiSr creativity and or iginal ity • in completing it. 

c. the number of references listed, ^ . •* 

d. the time it t'akes you to complete it. ' 

laformat ion nqt usually requested on employment application form .is 
. .'• - * 

a. 7 your complete n§me address and teleplfioae number. 

b. persons you do not want the employer to contact 

c. "^schools at tended dates o f ^raduat ion , sub'^jects, arid 

extracurricular activities. 

d . the position(s) you desioe. • : . " ^ ' 

Previous employment; information requested on applicant ion forms may 

i.ncj.ude the name and address of ^employer , j oh title, ^ 

'i. job duties, and dates of ^employment . 

b. dates of employment, and reason for leaving, and supervisor's 
name.. * . 

c. jo/D duties, da'tes of employment, reason for leaving, wageSi^ 
, -r-feceivedjj an^ supervisor's name. f 

job duties, dates o*f employment, and reason for leaving.'* 
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14\ In completing applicat ion *f orms , it is generally to your advantage 



to . 



^* " • a^ angwer^li appficaWe questions ev^iiRC)fies whic;.h ate of • quefetionabre . 

> ■• legaj^Jpy. ..0.. . . 

^ ^'b..' Ifeave 'iriappr:q|)r^te ques:(;ioniS biahjc^ ' * '/ • '\ '* 

^c. '-aiitempt to an^we^ 'all. que^st idrts ones-^no't appticablfe-a:o you. 

. - ^ /^ns^ier ,j^ly^ 'those* questions wHic'K are appropriate and legal to aak. 

15* The purpose of employment' tests is to . • r 

predict a person's ability to perform a job. ' . • 

b. ^eliminate persons who will nCt be able to perform the jgb. 

c. -measure certain abilities and/or character traits, ' • - 

d. all of the above. * - 

16. While a "^peed" test treasures how fkst yciu ,can do" something, a'* 
"ppwer" tefet mi^asureS y^r • ^ ' ' . - 

a'. power of concent ra't ion. 

b. physical endurance. ' • . 

c. cap*acity for abstract thinking.* ■. . „ • ' ' . 
^ .d. extent or level, of certain skills or l^nowledge. 

17. Preparation for employmej:^t t?esfi4n'g would Yiot usually include ' ' ' ^. 

* a. practicing the necessary skills, v ' - ^ 

'b. getting a 'copy of the tdst beforehand. v* 1 

c. using test-anxiety reducing procedures. 

d. using available test preparation manual^. .' , » • 

18. When taking an employment test, it is critical that' you <^ 

a. read the instructions very carefully. 

• #• alway^ work as slowly as possible. 

^ c. never guess on questions you don't know. - ' 

d. all,ofvtJie above. ' ' ' ' 



19. An employment interview' i^ 'n30:t<^f/^f^ ^* 

a. an informal visit with an.^empjbyer about job opportunities, 
•b. a formally aigranged appointjcnent ^ith an employer. 

c. any kind o5 "face to facfe" commfflcaf ion with- an employer 
concerning employment. * ' 

d. an oppoif tunuty to develop your job qualifications. >^ 

• *. . . . ' ■> 

20. The employment interview actually starts ' • - . , . 

a. with "the interviewer s first question. I ..■ 

b. the moment you enter the employer's bvisi^i^s. j ' ■ ' . 

c. the mojjient you meet the Interviewer. , ^ * . ' 

d. . with your first response or action. • . *' , * ' , 
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.21.' Dcfrtng the employment interview, it is' cr itical that you 

• a." {follow riie it^terviewfe^' s lead. . * ^ , 

b. .Mjontinu^usly 'se^l -youasel^\ahd ypur quali£i<?ations . 
^c/* siffcure^the needed ifffonnatibn ai^du^ thi^^. job. • >. 
\ d. all of the above. • . " • » 



22. The best" response to the int-erview.er ' s question, "I^Thy do..you want 
• this job?" is / ■ ■ , • 



a. a brief explanation of'wha't you like about. the job', "why.", you ;d 
' can do the job, and. what yoy hope to^ accomplish . . ■ . 

b. >"ThQ starting pay and compiany benefits are jtfie best in the 

bus iness . ' . . 

c. "I f^el my cliances (pf . advancing are very good with this job ._^ , ^ 

d. a brief Explanation of your job needs and ht)w the job meets thein..'. 

2>. Jf the interviewer asfcs personal questions that do pot relate^.to the. 
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'job bought, you- (An 



a. ^H^wer the questions w-ithout conf-ronting the interv^.ewer . » , 
b\ answer the questions,* but afterwards ' ask the purpose of ' such questions, 
c ^o'lit^ely 'd«ecline to answer' the , questions . ' ' \ 
d- .all of the a]||||^e . ^ * . 

During;aijbb intervi'e^, get the arrswers you nee^rf aho-ut the job' by 

au? * asking the interviewer do be as candid as p&ssibleT 

b. questioning the interviewer on arty un'clea^ points. . „ . 

c. asking- quest ior^s-f'when invited -or following youjr responses with 
questions. . / » . ^ - . . 

d. all of the above.- ^ " " " , 

25. > If the in tervi|^e remakes you a, job offer which is totally ^unacceptable , 

•you should w. ' ^ / ' " . ^ . 

a. ask the interviewer for tifne to consider thd^^'gffer. 

b. graciously^ turn dowti the of fer^ without" being t.oo' specific'. 
' ' (!:. be ver*y clear about why the job of f^er'" is**'u?^jsfcceptabre . ' • ^ 

d. probably re-evaluate your .original job selection 'process . 

26". A common 'signal, cff the interviewer's ^end Would not ba " ^- \ 

. 6 - - ■ ' " ■ ■ . . ■ ^ 

a. the i^erviewer asking you about current events. 

b. the imerviewer looking St his/her wafch or the wall ,clock^ 

c. the interviewer asking hov to reach you. 



- \ 



the interviewer standing up. 



'57. At the* close of .the interview, ypu shc>u3:d ' * ^ 

w ^' ' , \ ' 

a. , start asking th'e qijLesti*ons' you 'ne^tf- ^swered . - ♦ 

b. * clarify the method* of .checkig-g baefc-^wlth the interv4e5^r, 

c. d&scuss your job qualif^catiofis -rfli&etaij. 



d. all of the above. 
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After* tompletjjpg interview, ypu . should not '\ \ 

a. be critical-* in evaluating yoQr interview perforthance . 

b. . thaijk the interviewer.* " - W. • 

vC. wait before scheduling^ bther^^intervie'tJ^ with other employers 
d. '•-'•expect any position response for at least ^a week. 

An Interview f6llow-up let't'er should ^ . * 

a. suiranarizQ/your^^jjAi qua 'an3 -^ob needs.^ ' . ' 

b. ^b^^ sent only Ifl^requested by the in<:erVlewer. 

C. express thanks interest and point out any quallf Icatiohs 

not., discussed in the flgferview, ■ ' - 

d. include any cfuestions "'yfc have. 

If .an interviewer does nbt -contact you about- a job oFfer on sthe 
specified date, ^ ' . . % # 

; V « •■ ^ , *' • * ' . 

a. aujtjfcatica^iy, regect the job if later -offered! 

b. wait a .week and then contact other employer^. 

c- wait a^day and, then call the interviewer, , . -^^ 

d. expect to hear ffoffrthe interviewer. " ' . 



MODULE 5 - DECIDING ON A '^OB . OFFER 



If a person can realistically expect, only onfe job offer, this person 
should ^ ' ' ^ ■ '\ , . 

a. still attenrpt to get as many job offers as possible, before deciding I 
on%oob offer. • ^ " - . 

b. try to negotiate for the best possible job offer. / 

c. critically evaluate possible options 'before refusing any j,ob offer. , ^ 
'd. ask for time to decide before accepting any , job offer. 

Fact'ors you wduld consider when requesting t'ime to xjecid'e^on a ■ j ob 
offer would not include ; ^ . ■ 

a. . your important job needs. - - * 

b. the time the. employer is likely to give you to decide. ^ 

'c. the time needed to get remaining -number of expected job offers. 

d. how well this job offer compares with previaus and expected job pffet^. 

The absolute maximum time a person should request an employer to give Eor 
making a decision would be^ , 

a. 24 hours. 

b . 48 hours . • ' . ^ - 

c . one .week • ' 

d. two weeks • : ^ 

An unacceptable explanation or request for time to decide would be 

a. , "I want to explore ofher job opportunities before committing myseLf/ 

b. "I have other interviews to which I am committed late:^ In the week." 

c. "I would like to think over the lob offer tonight and will call / 
tomorrow.. 

d. "I would like to discuss this matter with my family-.*" 
In requesting time to decide on a job offer, it is crucial that you 

a. be ^flexible in your time * request . 

b. be positive' about the job offer. 

c. remain firm in your time request. 

d. point out the disadvantages of the job offer which you need 
to consider. 

Negotiating for the best possible job offers is 

a. actually 'auctioning your qualifications to the highest bidder/employer. 

b. attempting to persuade employers to improve their original job 
conditions. ' ^ . ^ 

c. a difficult and delicate process not appropriate for all job seekers. 

d. all of the above. ^ . 
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7. In order 'to negotiate with employers, it is not neaessaty that # 

I ' ' ! ' ' ^ / , ^ . / 

a. the empioyers have indicated -a willingness %o negotiat^e" beforehand, 
you have recQived^at least two job offers.' ' ' . 

c% 'you have sufficient time to negotiate. " , ' 

d. \:he conditions of- the job can be changed. ^ /*''•* 

•> • , . •• • 

8. The best employer to start negotiating with is th^ oue. 

a} with the least acceptsTb ie job offer. . , " ^ ' 

b. - with the lates^t deadline. . ' > ' - - 

c. 'with the' earliest deadline. • ... . " . ' ; 

' d. first contacted. ■ ^ - • 

. , ^ , ■ . ■ ' ^ \ 

9. In negotiating for. the best ^possible 'job ' bffers , it is. important' that you 

a. constantly update emplpyers on the lates t' improved iob conditions. 

b. try to 'get more tfime tt) decide with each improvemenx . 

c; don*t start negotiations until after your last job offer. 

d. do not att-empt to over negotiate and possibly los^ all acceptable 
^job offers. 

10: The' best strategy for selecting the best job offer wouXd be to 

/ 4 ^ 

a. select ^he job offered by the nicest interviewer or best company. 

b. take the job that starts the earliest. ' , - 

c. t:§ke the job for which you are best qua^lified. 

d:' ^ select tljie job offier that bestmeets your important job needs. 

11. The selection process may get complicated because , 

a. employers miy offer different conditions. 

b. empl(^(Brs may use different terms or schedules 

c. need^. may not be satisfied tcwy^he -^same degree , 

d. all of the above. 

12. An hourly wage of $3.00 is roughl^ eq"ual to a monthly salary of 

a. $720. : ' " - . > V . , ; ■ 

b. $600. ^ ■ . ' ■- r - ■,. 

c. $510. ';/,. " ' 
d-. $475.' ■ ■ ■■ 

13. -^ If your important needs , are all equally .important , you would probably 

select the job offer which. . '' 

a. satisfies only ^ few nefeds, but the most important needs. 

b. satisfies the greatest number of needs. 

c. satisfies all least important needs. 

d. none of the above. 
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14. ' After seliecting the'' best job offer, your immediate task is to* . 

"a, evaluate , your selection. ' ' * ^jf 

b. attempt additiortal ne'go tiations . 

c. . 'inform the^mployers. of your /job decision. 

d. s top ^searching for*«other j^ob^/opportunities 

. *• ■ -'v. 'j^ ■ : 

15. *Wlien communicating your jbb^ dectsidn, you would formally 

a. inJtaedi^tfeJy notify the. persons whose job offers 'you .are^ turning down. ^ 
^ b .^•'^ f irsi: i'con'tac t the persons"' xih^se job offer^'you will be taking. 
. c. Contact the\persons in the order of; their job decision deadlines. 

d. , contacft the persons in the same arder that you piriginally contac ted ^them. 

Ifr^ Thfe best me'thod of |cont^c|;ing the employer whose job offer 'you are 
accepting . * , ^ 



;>a*.'* 'a^l^.tt'er' of acceptance.^ 
/b. ^/pj^tsQnal visit, if transportation i^ 
c. \ ^ brief 'telephone call |:o the tec'eptionTsT or secretary. 
/d. ^3^pn,e of the above. 




17. In coni^acting thoae employers whos6 job offers you plan to^ reject, it 

IS important that, you . ^ , ' ; , * ' 

a. make pne last attempt to negotiate. . . • . * 

^,'b. m^ke it yery cleafr why the offer is unacceptable.' v 
' c. remain.firfn in your, decision ,.ibut exptess appreciation for the given 

d. treat your^.deQision as tenative and open to discussion and change* 



■ y 
4 . 
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c\te6 materials 



' '^Brief descriptions are \4ven below for materials cited under' 
^'OTHER MAtERIALS NEEDED" in the previous lessoTf guides. 



Reference Books ^nd Pamphlets 



Title:. 
^Author : 
PUblisJ^er : 
Date: 
Description : 




Concise Handbook of Occupations 
iDStello^j/TToan tl. and V/blfsoa, Rita P. (Eds.) 
J-; , G.' Ferguson Publishing ■ Company, Chicago , Illinois 
1971 . ' . • 



.This book contains information on 305 occupations ranging in 
educational requirements from an 'eighth ,grade cfertificatie to a' Ph.D. the - 
occupations are listed alphabe^Tcally, and are coded accordin^g to prime 
interest (peopl-e^ data, things). , Each job description is on a single 
-page and includes the • following in format ion : type o^^ork done, necessary 
pe^rsonal qualities, edlicatidnal requirements, averaiiiT^aimings , working 
conditions, advancement possibilities, and long-ran gV^^ployment outlooks- 
It contains many p^ictures antd has an, index of- job , tj.tle's with D.O.T. ^ 
nti&ers. This b^ok is recommended for any' person desiring information oh 
various' dccupatipnal choices. , * . . 
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Author : 
Publisher : 
Date : 

Description 1 




cied for, use by 
ly all presently^ 
e U.S.A. . ^"iPh^ 
priory duties bf 



Plctrlonary of Occupational. Title^s: 
United Statesr-Dejiartment^ af Labor . 
UnLt^ed' States Pripting Of f ice WasPfington D .C 

••■ ■ '-L ' ' ' ^ ') .' ' ' ^ 

^ "^This reference book is a four volume set ^d 
guidance and employment counselors^. It describes 
available job positions' (over, 40,*'000 ^ob' titles 
first volume g^^^es a brief descriptive suiranary o 

each job title, rhje second, volume describes t*he r^q^uirfements of jobs 
with siipilar "Worker Trait/ Arrangement's" — different combinations of • 
the degree to which a worker deals with people^ data^^ and things. The 
requirements listed itlclnde edtc^tibfial background j training time, 
aptitudes, interests, critical physical demands, and working condition^. 
The tixird voli«ie is very similar to tbe^second 'volume , but lists | 
requirements for ijidividuLal job titles. THe fourth volume converts tha 
fogier job titles knto.. "non-sexist" job titles. Due to its coigp^tex 
indexing, the D.O.T. is not recommended for unsupervised student usg^e. 

As probably the/best and most comprehensive listing available of job 
titles and descrtptions'. • ^ 



Title: 
Autt\br: 
Publisher: 
Date: 

Descrip tion : 



Education and Work (Pamphlet Series 0 A67-5A5,,through 5A9) 
Bureau of Labor Stastics,- United States Department 6f Labor 
United States Printing Office,. Washington, D.C. 
1973 . 



;This s€*ries consists of. five pamphlets. 

certain occAipations requiring 



on 



information 

education^. The five educat'loRal levels are (1) 
schogi graduate,, (3) apprenticeship program, 
tebh'nlcal institute or other, specialized training, and (5) 



Each pamphlet provides 
th6 same minimum level of 

some high school (2) high 
(A) junior college, 

college 



degre^'. 



The informat-ion provided on each occupation comes from the Occupational 
Outlook , Handbook -., For each listedC occupation , information is given on 
the numbei; of workers in 197G, the n'^eded qualifications and training, 
and the employment opportunities and trends to 1980. Because the 
infoifmation is presented in a very straightforward maune'r, tjiis .pamphlet 
series is strongly recomiuendGd for direct student usage. 
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CTitle: 
' Author: 
, Publisher: 
Ddte: 

Description : 



Encyclopedia of Careers and Vocational Guidapfce 
Hqpke, William- 'E. ^ (Ed. ) 

J. G. Ferguson Publishing Company^N^CMxiago , Illinois 



1967 



this is a comprehepsive two volume ref eren^ce ^bc3ok designed for use 
by high school students, teachers, and couni^elors. The first "vqlume 
(the volojme of concern) provides a. wide coverage (?f sg^ific career 
opportunities and information q,n major occupational groupings o^l: career 
fields. This'book^is divided -int^o two sections. The . first '§*fection(, "You- 
and Yout Career," includes topics: IjeTaming about yourself and youl^ 
goals, where to foi' further information, using teit results irt* X _ 
vocational planning; how to find a jobl, and the future wor^d of work, the 
second sect:jLon, '''CareerTf^elds , " describe? many various occupational 
groupings starting with Advertising and ending with Truck Transportation. 
Each occupational description is written a field expert. This bopk 
also contains ^^listipg of accredi-f^ colleges and univerjri ties and 
bibliography of books for each career ^ield. ^ Brief discussions.^ with 
relevant bibliographies, are provided on tl 
preparing for college, and scholarsl^ips . 



to be at tjje juniot high ^3fchool levej. 
tor use with high school stu^j^ts.y 



Title: 
Author: - 
Publisher : 
Date^ 



Handbook' of Job Facts 




;ions.^ 

^uM^ topics' of 'careet planning, 
|he rea'ding level is indicated 
tdk'i~s\strongly recommended 



Th^s 



0 



fth Edftion)^ 



Lang,^ Cdi*ole , . ; 

Scienc^ Re^aai^cn AsSocdaf ej§^, Iti^'. , Chicago, 



ILlinois 



1972 



Description : 

%^ ' . ' " \ ' ' 

I This book is designed for tready use by high schooj. stmcnts, teachers, 
C9uns«lors, and especially job seekeri. Xt contains info^maftioij^ 4)n 
300 major eicpanding occup'itions . \She* occupations, a-pi? '^iSte'^d al|)ha- 



/l.'.-f: 



b^tlcally. Information on each occupation is listed in chart form^and 
includes duties, where employed, number of workfers, education and 
training, special qualifications, ways to enter field, chances of 
advancement, earnings, and worker supply aijd demand. Additional 
references are provided at the end of the book. "'^Thls book i^, 
rec9Dimended^ for any person desiring information on occupations.. 



Title: 
Author: 
Publisher: 
Date: 

Description: 



Occupat i ona] Outlook Handbook 197i)-77 Edition ' r 

Bureau of Labor Statistics, United States Department of Labor 
United States Printing -Of f ice , Washington, D;'C. 

July 1976 - - ^ : ' ' . . - 



This book is designed for use by. high sc hc^ol students , teachers , 
and counselors. This Handbook, which is/published bi-yearly, provides. 
infc!%mation for over 800 occuprsTfcions reqjir^ng different levels of 
education and training. The listing of odcupations follows thes 
indej^^g o.f the Dictionary of -6ccupatiorial/W-tles. ^^^^ infornfation for 
each occupation includes the naturjfc' pf.r>W3^tl5.v^^3e^ prospects 
'during the 70's, and education andj^ trairj^^ o^ej^uir^ The book also 

contains a section on tomorrow's Jobs^w ^JH^ book is strongly rech^-' 



men'ded for use with high school studi^^* 



'j>{*3le: 
.Author: 
^, -^blisher :' 
Description 



Vocational Tests cindjol Aids 

Genet-al Aptjt^ide Te'kt' Ba4:t'ery (GATB) 

Utiited Stat.es Department of Labor 



Manpower* Admin is tizatidn-V 
United States .Printi^n^ Q'fi 



Ice, 4^ashington, D.C, 



See page 12 for a brief 'description of" the GATB. A reduced printout 



of sample test results f'.s shown 



on 



"WO, 



XJ^le: 
Author: 
Publisher : 

^^^^script ion : 



Minnesotga Import an-ce Questionnaire (MIQ) 
Lofquife't, Lloyd" H. , Dawi^, Rene V. , et al. " . 
iVopational Psychology Research, Elliott Hall, 
HJniversity ^of Minnesota, Minneapolis, Minnesota 



55A55 



\ \ See piages 11-12 for a brief description of thfe MIQ. 
printout of sample test results is S'hown on pa^e 191. 



A reduced 
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Title: 
Author : ' 
Publisher : 

V 



Description : 
, ' -'ft 



Minnesota Occupational Information System (MQIS) 
Minnesota Occupational Inf orjuation System 
Minnesota Occupational rnformation. System 
American Center Building, Room 607 
150 East Kellogg Boulevard 
St. Paul, Minnesota 55101 



See page 



19i 



for a detailed description of MOIS. 
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MOISJhatitit? • 

V 

Minnejota Occupational Information Syjtem 
IMOIS) is a new state service designed to 
provide fomprehensive occupational informa- 
tion to Minnesota residents. Access to this > 
infofitiaiion will assist persons in allsiaflcsof 
career exploration by olferino insights which 
will aid them in making career decisions, 

Minnesota is one of eight states ti receive a 
federal qraot from the U.S. Department of 
Labor for the developmertt of such informa- 
tion sysicms. Itisbased on a similar project in 
Oregon, now in its fourth year. 

MOIS will tc introduced in secondary and 
post secondary educational facilities utilizing 
tho mleraciivc computer tinminal network of 
ilio MmnrtJl.) Educational Computing Con^ 
sofiium. There arc over 1300 such terminals 
locited throughout the state in a variety of 
educationiil institutions. 

Following this intioduction, MOIS will, be 
10 any pnvjic or public organization 
wishing to ofler, tliis service to its clients,' 

MGISTis current, accurate and locally relevant 
occupational information, 

MOIS will provide information on approxi- 
mately 300 occupational classifications, repre-' 
/sentingamaiontyofthe |obs currently in the 
Minnesota occupational stf'UCture^ Informa- 
tion on each occupation will include pre- 
dicted employment outlook as well as data on 
entry and training requirements, required 
skills, duties, working conditions, salaries, 
advanciment potential and related fields. 



This information li belnfl compl'led.with an 
emphasis on accuracy. It is based on intantlvt 
analyses of Minnesota labor market itailitici, 
as wolf as staff contacti with individuals in 
each occupation. As a result, MOIS' informa- 
tion serves as' an accurate indicator of the ' 
local labor market situation. , 

Also, due to the ease with wtiich data can be 
changed on the computer, 

MO IS ^fo 

can lie updated quickly and inexpeniively. 

MOIS is meaniflflful occupational inf6rfnatiot\. . 

But MOIS is more thao just statistics. It is 
ioformatioo designed .to be meaningful to the 
user of the system as well as an important 
tool in career guidance. 

MOIS offers two individualized approaches to 
career exploration, Th? first involves a direct 
request for information on" an occupation. 
The second involves the use of I'QUEST" a 
copyrighted questionnaire developed by the 
Uni»ersity of Oregon. With "QUEST", the' 
user interacts with a series of questions 
regardim his or her sell-assessed interests and 
abilities for work. Through "QUEST", the _ 
user can select a range of occupations which 
he or she would be likely to find acceptable, 
Many times. "QUEST" identifies a number of ^ 
occupations with.which the user Is unfamiliar,'- 
offering additional avenues for career explor- 
ation, 

MOIS it helpful occupational- information. 

"QUEST" and tho occupational descriptions 
arc only part of the career exploration re- 
sources supplied by MOIS. To assist the user 
further, MOIS offers the following additional 



A RESOURCE FILE: This file features s 
lilt of where the user might obtain firsthand 
experience with an occupation, The resource 
file consists of three parts. 

The visit file is a list of individuala'who 
have volunteered to visit i^lth anyone inter- 
ested in learning about their particular occupa- 
tion, These visits may take the form of 
individual meetings, group discussions, or 
when possible, on-the-job visits. 

Thore is also a list of existing career 
centers or fairs sponsored by local schoOli, 
businesses, or industries. 

The user may also be referred to the Boy 
Scouts of America "Exploring" program which 
provides a wide variety of career exploration 
programs, • . 

A BIBLIOGRAf>f^Y; A bibliography ci tea 
numerous sources of further infsrmation on 

specific occupations. ■ 

AN EDUCATIONAL HL£: Developed by 
the-Minnesota Higher Education Coordinating 
Board in cooperation with MOlS, this file 
specifies "public two year postsccondary 
educational 'institutions where appropriate 
training can be obt.iinod. A list of costs and 
5ervices.is included. 

MOIS is coming-soon. 

'in January, 1977, MOIS will be available for 
' purchase by any organization wishing to 
■contract this service. Where Minnesota Educa- 
tional Computing Consortium terminals are 
unavailaliie, an alternate delivery system will 
be offered, 

Through widespread use of both systems; the 
goal of MOIS is to become readily accessible 
to any Minnesota resident desiring occupa- 
tional infdimation. 



